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HISTORY  OF  GRIP 


The  San  Francisco  Municipal  Railway  is  responsible  through  the  Public  Utilities  Commission 
for  providing  the  citizens  of  this  city  with  the  best  possible  Mass  Transit  System  at  the 
optimum  cost.  This  transit  is  now  available  by  motor  coach,  trolley  bus,  cable  car,  and 
In  the  near  future,  light  rail  vehicle. 

The  PUC  has  recognized  the  importance  of  improving  the  transit  service  and  has  responded 
by  initiating  the  following: 

T.I.P.      -      Transit  Improvement  Project,  this  program  was  undertaken  to  replace 
antiquated  physical  facilities. 

T.E.P.     -      Transit  Equipment  Project,  this  project  addresses  itself  to  replacement 
and  improvement  of  rolling  stock. 

S.I.P.       -      System  Improvement  Project  -  SIP  concentrates  on  power  and  rail  line 
improvements. 

In  order  to  implement  the  various  projects  and  effectively  operate  Muni's  transit  system, 
it  was  decided  in  August  1973  to  embark  on  a  study  of  the  Muni's  record  keeping  and 
information  processing  systems.  Since  PUC  management  recognized  the  importance  of  the 
relationship  of  Muni's  operating  force  and  the  Utilities  Computer  Center,  a  joint  seminar 
was  held  at  the  IBM  Educational  Center  in  San  Jose.  This  seminar  covered  computer 
concepts  and  the  "state  of  the  art"  in  information  processing.  A  Muni  project  was 
announced  and  the  basic  plan  discussed.  The  first  phase  of  the  plan  was  an  extensive 
study  of  existing  information  flows  and  content  of  the  railways  operation.  This  assignment 
was  directed  to  the  Utilities  Computer  Center  and  IBM  jointly.  The  Muni  systems  project 
team  proceeded  to  document  the  existing  system  beginning  in  October  1973.  This  initial 
study  involved  interviewing  personnel  concerned,  documenting  information  flows  and 
content,  reviewing  same  with  the  personnel  originally  interviewed  and  completing  the 
appraisal  (documentation).  This  effort  resulted  in  a  two-volume  document  completed  in 
January  1974. 

The  project  team  began  the  analysis  of  the  report  findings  the  second  week  of  January 
for  the  presentation  of  recommendations  to  PUC  and  Muni  management. 

On  February  6,  1974  the  study  findings  were  presented  by  the  study  team.  The  primary 
findings  were: 

1.     Duplication  of  effort. 


2.     Lack  of  communication,  both  inter-departmental  and  intra-departmental. 
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3.  Voluminous  paperwork. 

4.  Lack  of  management  reports. 

The  recommendations  made  at  this  meeting  were: 

1.  Approve  a  4-month  detail  study. 

2.  Appoint  a  Muni  coordinating  committee  to  assist  in  the  study. 

The  prior  recommendations  were  approved  and  the  Muni  coordinating  committee  was 
named  by  the  General  Manager  of  the  Municipal  Railway.  The  coordinating  committee 
included: 

John  Madden,  Bureau  of  Accounts 
Frank  Bei,  Claims 

Cliff  Milan,  Superintendent  of  Equipment 
Demo  Adams,  Bureau  of  Personnel  and  Safety 
Maurice  Ittig,  Scheduling  Department 
H.  Ray,  Manager  of  Ways  and  Structures 

An  analysis  team  consisting  of  Keith  Mangold  and  Bill  Gage  from  the  Utilities  Computer 
Center  and  LaVerne  Nunes  and  Bill  Post  from  IBM  was  also  appointed. 

The  "GRIP"  System  (Generalized  Resource  Improvement  Program)  was  officially  begun 
as  a  result  of  the  February  6  meeting. 

The  analysis  team,  the  coordinating  committee  and  various  Muni  personnel  have  spent 
approximately  1600  man-hours  from  February  to  June  1974  developing  the  "GRIP" 
System  as  described  in  the  remainder  of  this  report.  This  phase  combined  with  the  effort 
from  October  1973  to  January  1974  constitutes  a  grand  total  of  2500  man-hours  on 
"GRIP".  The  results  of  this  effort  are  contained  in  the  following  pages. 
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'  GRIP  OVERVIEW 

GRIP  represents  an  integrated  approach  to  providing  an  information  system  which 
encompasses  the  entire  Municipal  Railway.  This  information  system  is  directed  to  the 
managers  responsible  for  the  decisions  affecting  control  in  their  respective  areas.  The  system 
is  designed  as  a  dynamic  tool  capable  of  meeting  altered  requirements  in  the  future. 

The  integrated  approach  used  in  the  GRIP  design  ensures  that  data  is  entered  into  the 
system  from  a  single  source  and  distributed  to  the  areas  where  it  is  needed.  Duplication 
of  effort  is  avoided  and  the  reliability  of  decision  criteria  is  assured.  Data  is  gathered 
at  the  lowest  possible  organizational  level,  accumulated,  summarized,  and  distributed  to 
the  management  personnel  whose  decisions  require  that  information.  This  distribution 
technique  utilizes  input  document  codes  and  programmed  routing  to  ensure  the  availability 
of  relevant  information  at  all  managerial  levels. 

GRIP  is  understood  best  by  visualizing  its  component  subsystems,  their  functions  and 
interrelationships.  The  primary  subsystems  are: 

1.  Payroll/Personnel 

a.  Claims/Accidents 

2.  Maintenance 

3.  Inventory  Control 

4.  Accounting 

A  fifth  subsystem.  Scheduling,  is  currently  outside  the  scope  of  GRIP  because  of  existing 
studies  aimed  at  improving  this  function. 

Each  of  the  4  GRIP  subsystems  capture  source  data,  both  financial  and  non-financial, 
and  produce  reports  which  pertain  specifically  to  that  subsystem.  In  addition,  the  financial 
data  is  passed  on  to  the  Accounting  subsystem  which  assembles  and  consolidates  it  to 
produce  a  unified  set  of  reports  for  management  review  and  external  reporting.  The 
Accounting  subsystem  may  be  viewed  as  the  key  factor  in  providing  a  totally  integrated 
information  system. 
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GRIP  PAYROLL/PERSONNEL  SUBSYSTEM 


The  Payroll/Personnel  subsystem  maintains  general,  indicative  data  about  all  employees 
of  the  Municipal  Railway.  It  also  accumulates  payroll  data  to  produce  bi-weekly  timerolls 
showing  gross  pay  and  passes  summary  data  to  the  accounting  system  for  cost  distribution 
and  analysis.  It  maintains  records  of  vacation,  leave  and  sick  time  and  accumulates  time 
toward  safe  driving  awards  for  platform  employees. 

The  Payroll  section  of  this  subsystem  will  incorporate  basically  the  present  payroll 
procedures.  Modification  of  t; -'se  procedures  will  be  made  only  as  required  for 
compatibility  with  other  subsystems  of  "GRIP". 

The  Personnel  section  of  this  subsystem  will  cover  general  personnel  records,  training 
records,  vacation  and  sick  leave  records,  miscellaneous  performance  such  as  violations, 
commendations,  industrial  accidents,  vehicle/passenger/pedestrian  accident  records,  and 
position  control  for  permanent  and  temporary  employees. 

Currently,  the  same  type  of  general  personnel  records  are  being  maintained  by  the  six 
divisions,  the  Superintendent  of  Equipment,  the  Assistant  Superintendents  of  Equipment, 
as  well  as  Personnel.  In  addition,  violation  records  are  being  kept  in  the  six  divisions 
as  well  as  in  Personnel,  and  the  Department  of  Transportation  needs  access  to  all  records. 

GRIP  would  provide  a  single  personnel  record  file  accessed  by  terminals.  Initially,  these 
centralized  personnel  records  would  be  available  only  for  the  Muni  Railway.  However, 
the  Bureau  of  Personnel  and  Safety  is  responsible  for  the  whole  PUC  and  duplicate  records 
are  kept  in  the  Water  Department  and  Hetch  Hetchey.  GRIP  eventually  would  also  provide 
centralized  personnel  records  for  these  functions.  This  approach  will  eliminate  the  need 
for  keeping  and  updating  the  same  records  in  many  places  with  its  attendant  redundant 
clerical  activity. 

The  Claims  section  of  this  subsystem  will  have  access  to  the  accident  and  personnel  records. 
It  will  continue  the  present  batch  activity  on  claims  which  produce  output  on  current 
claim  status,  summaries  of  expenditures,  analysis  of  accident  by  type,  location,  and  vehicle 
type.  Eventually,  a  claimant  record  will  be  established  for  the  Claims  Department.  This 
will  be  a  record  of  all  persons  who  have  ever  had  claims  against  the  Muni  and  will  be 
used  primarily  by  the  Claims  Department  to  ascertain  claim  integrity. 
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GRIP  MAINTENANCE  SUBSYSTEM 


The  Maintenance  system  is  an  infornnation  gathering  and  reporting  systenn  which  provides 
information  to  Ways  and  Structures  and  Equipment  personnel.  The  Maintenance  system 
is  comprised  of  two  subsystems,  the  Work  Order  Entry  System  and  the  Vehicle  Maintenance 
System.  The  Work  Order  Entry  System  uses  information  entered  on  the  time  card,  the 
work  order,  and  the  materials  issue  tag  to  create  a  file  containing  all  work  in  progress. 
This  file  provides  information  to  the  Accounting,  Payroll,  Inventory,  and  Vehicle 
Maintenance  Systems.  It  also  provides  job  status  reporting  to  the  foremen  to  aid  in  work 
scheduling,  analysis,  and  control. 

The  Vehicle  Maintenance  System  receives  information  from  the  Work  Order  System  and 
the  Inventory  System  to  build  vehicle  "information  files.  The  system  then  generates  both 
scheduled  maintenance  work  orders  and  analytical  reports  used  to  indicate  vehicles 
developing  maintenance  problems.  These  reports  include  analysis  of  parts,  maintenance 
activity,  and  commodity  usage,  and  historical  information.  These  reports  will  provide 
foreman,  servicemen,  and  mechanics  with  timely,  accurate  information  to  aid  in 
maintenance  activities  and  reduce  the  number  of  out-of-service  vehicles. 

The  Vehicle  Maintenance  System  may  be  easily  adapted  to  future  requirements  including 
development  of  time  standards  for  work  performed,  analysis  of  individual  activity, 
expanded  vehicle  history,  and  analysis  of  repair  costs  for  purchase/rebuild  decisions. 
Summary  financial  information  will  be  provided  via  the  responsibility  reporting  function 
of  the  Accounting  System. 
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GRIP  INVENTORY  SUBSYSTEM 


Inventory  Control  will  manage  the  inventory  of  repair  parts.  Primary  emphasis  will  be 
on  those  categories  of  parts  which  are  essential  for  insuring  vehicle  availability  and  which 
require  the  greatest  investment.  Stock  levels  and  reorder  points  will  be  scientifically 
generated  to  maintain  optimum  inventory  levels  for  support  of  maintenance  operations. 
Notices  to  reorder  parts  will  be  produced  automatically  for  review  and  action  by  stores 
personnel.  Inventory  expenses  will  be  passed  to  the  accounting  system  for  distribution. 

Specifically,  the  GRIP  Inventory  System  will  provide: 

1.  A  weekly  stock  status  report  reflecting  the  status  In  each  store  as  of  the  end 
of  the  week. 

2.  A  monthly  stores  catalog  showing  the  part  description  and  bin  location  in  each 
storeroom.  This  will  be  in  three  sequences:  (1)  by  Muni  part  number,  (2)  by 
vendor,  and  (3)  by  noun. 

3.  It  will  track  the  purchase  order/requisition  status. 

4.  It  will  produce  action  notices  for  those  parts  which  have  reached  minimum  level 
but  will  leave  the  actual  requisitioning  to  the  storekeeper. 

The  GRIP  approach  will  streamline  the  present  procedures  by  eliminating  the  manual 
posting  of  demand  history,  bin  location,  and  issue  cards.  It  will  interface  to  the  equipment 
subsystem  and  the  accounting  subsystem. 
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GRIP  ACCOUNTING  SUBSYSTEM 


The  Accounting  System  is  the  nnajor  factor  in  GRIP  in  providing  a  totally  integrated  system. 
Financial  data  from  each  subsystem,  as  well  as  from  subsidiary  sections  of  accounting, 
are  assembled  and  consolidated  to  produce  a  unified  source  of  information  for  both  internal 
and  external  reporting. 

There  will  be  two  major  modifications  to  the  current  accounting  procedures.  The  first 
is  the  implementation  of  a  completely  new  chart  of  accounts  which  will  permit  more 
accurate  and  meaningful  description  of  financial  elements,  particularly  expenses.  The  new 
accounts  will  be  much  more  relevant  for  present  operations,  particularly  for  vehicle  mode 
and  fleet  analysis,  providing  improved  information  for  management.  An  additional  benefit 
is  compatibility  with  reporting  standards  being  implemented  by  the  Federal  government. 

The  second  major  modification  is  the  establishment  of  responsibility  accounting  through 
the  use  of  cost  centers.  The  allocation  of  costs  to  organizational  units  will  significantly 
increase  the  ability  of  management  to  analyze  expenditures  and  exert  control  over  them 
in  the  most  effective  manner.  There  will  also  be  the  capability  to  allocate  costs  to 
specifically  defined  projects,  such  as  inter-departmental  or  reimburseable  work,  which 
would  not  be  adequately  controlled  by  cost  distribution  to  organizational  cost  centers. 
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The  GRIP  project  team  members  would  like  to  express  their  appreciation  to  the  many 
individuals  of  the  Municipal  Railway  without  whose  assistance  and  support  the  preparation 
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BUREAU  OF  PERSONNEL  AND  SAFETY  SUBSYSTEM 
INTRODUCTION 

The  Personnel  Subsystem,  as  envisaged  by  GRIP,  will  cover  general  personnel  records, 
training  records,  vacation  and  sick  leave  records,  miscellaneous  performance  such  as 
violations,  commendations,  industrial  accidents,  and  vehicle/passenger/pedestrian  accident 
records. 

Currently,  the  same  type  of  general  personnel  records  are  being  maintained  by  the  six 
divisions,  the  Superintendent  of  Equipment,  the  Assistant  Superintendents  of  Equipment, 
and  perhaps  other  departments  as  well  as  Personnel.  In  addition,  violation  records  are 
being  kept  in  the  six  divisions  as  well  as  in  Personnel,  and  the  Department  of  Transportation 
needs  access  to  all  records. 

GRIP  would  provide  a  single  personnel  record  file  accessed  by  terminals  now  planned 
to  be  located  in  the  divisions  for  RUCUS  and  a  terminal  in  Personnel,  the  Office  of 
Transportation,  and  other  points.  If  the  equipment  subsystem  locates  terminals  in  the 
maintenance  areas,  access  to  these  personnel  records  could  also  be  provided  for  the 
Superintendent  of  Equipment  and  his  assistants. 

Initially,  these  centralized  personnel  records  would  be  available  only  for  the  Muni  Railway. 
However,  the  Bureau  of  Personnel  and  Safety  is  responsible  for  the  whole  PUC  and 
duplicate  records  are  kept  in  the  Water  Department  and  Hetch  Hetchey.  GRIP  eventually 
would  also  provide  centralized  personnel  records  for  these  functions. 

This  approach  will  eliminate  the  need  for  keeping  and  updating  the  same  records  in  many 
places  with  its  attendant  redundant  clerical  activity. 

The  Personnel  File  will  contain  five  parts: 


Part  I  The  Master  Personnel  Section  -  This  will  contain  all  general  information 

pertaining  to  an  employee  such  as  man  name,  address,  and  job  history 
including  step  information.  This  will  generate  a  new  personnel  form  each 
time  this  information  is  changed  which  will  be  filed  in  the  employee  jacket 
in  Personnel.  Records  will  be  held  online  indefinitely  or  until  the  man  is 
terminated. 

Part  II  The  Sick  Leave  and  Vacation  Section  -  The  Sick  Leave  and  Vacation  file 

will  have  one  record  for  each  employee  showing  the  work  symbol  (W,  H, 
V)  for  each  day  worked.  It  will  carry  one  year  of  information.  It  will  also 
show  balances  for  sick  leave,  vacation,  leave  without  pay,  military  leave, 
educational  leave,  convention  days,  funeral  days,  etc.  At  the  end  of  each 
bi-weekly  period,  a  report  will  be  printed  for  each  employee  reflecting  this 
activity,  and  new  bi-weekly  information  will  be  stored  in  the  computer. 
The  record  will  also  carry  operating  and  non-operating  days  for  each 
platform  employee.  It  is  possible  that  if  the  summary  information  has  high 
utilization  that  it  could  be  accessed  by  a  terminal  instead  of  bi-weekly 
print-outs. 
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Part  III  The  Performance  Section  -  This  will  contain  summary  totals  for  each  of 

the  following  types  of  violations  and  disciplinary  actions:  rule  violations 
and  attendant  admonition,  traffic  violations,  schedule  violations,  miss-outs, 
hearings,  retraining,  special  absence  reports,  PSR's,  pass-ups,  discourtesy, 
investigative  reports,  and  uniform  violations.  It  will  contain  commendations 
and  industrial  accident  information  as  well,  and  will  hold  one  year's  activity 
which  averages  25  to  30  items  per  year  per  man.  This  will  be  printed  out 
when  the  section  is  full  or  at  the  end  of  the  year,  and  the  print-out  filed 
in  the  personnel  jacket  in  Personnel  and  the  appropriate  divisions. 

Part  IV  A  Training  Section  ~  This  will  contain  summary  records  printing  the  number 

of  types  of  training  received  and  the  current  year's  training  activities.  It 
will  be  online  during  the  training  and  probationary  period  and  then  will 
be  printed  out  and  filed  in  the  training  jacket.  Each  time  it  is  updated, 
thereafter  it  will  be  printed  out  for  the  training  files. 

Part  V  An  Accident  Record  -  This  record  will  contain  one  entry  for  each  accident 

(exclusive  of  industrial)  in  which  the  employee  is  involved.  It  will  be 
maintained  online  and  printed  out  when  the  accident  area  is  full  or  at  the 
end  of  each  year  as  desired.  The  form  will  then  be  filed  in  the  employee's 
personnel  jacket.  The  accident  will  be  linked  to  the  vehicle  record  and 
changes  record  via  a  "link"  number  in  order  to  secure  costs  involved.  It 
will  also  interface  to  the  present  claims  procedure  being  processed  in  data 
processing. 

The  Part  I  (General)  and  Part  II  (Sick  Leave/ Vacation)  files  will  be  generated  for  the 
entire  PUC.  Parts  III  (Performance),  IV  (Training),  and  V  (Accident)  will  be  generated 
for  the  Municipal  Railway  platform  employees  and  on  an  as  needed  basis  for  the  remainder 
of  the  PUC. 

Another  area  covered  in  the  Bureau  of  Personnel  and  Safety  is  Position  Control  for  both 
permanent  and  temporary  employees.  This  currently  is  a  batch  job  and  will  remain  so 
in  the  beginning,  but  might  go  online  eventually  if  it  seems  desirable. 

Eventually,  a  claimant  record  will  be  established  for  the  Claims  Department.  This  will 
be  a  record  of  all  persons  who  have  ever  had  claims  against  the  Muni  and  will  be  used 
primarily  by  the  Claims  Department  to  ascertain  claim  integrity. 
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THE  GENERAL  RECORD 

The  General  Record  will  be  set  up  for  all  new  hires.  It  will  include  information  that 
changes  infrequently  and  will  be  addressable  via  a  terminal  located  in  each  division, 
Personnel,  Transportation,  Equipment,  and  other  pertinent  points.  This  will  eliminate  the 
duplicate  record  keeping  in  locations. 

For  those  persons  already  on  the  payroll,  a  skeleton  general  record  will  be  set  up  from 
the  current  payroll  procedure  now  being  run  in  data  processing.  It  will  contain  all  pertinent 
information  now  in  machine-readable  language  such  as  name,  social  security  number,  and 
employee  number. 

This  skeleton  general  record  will  be  completed  over  a  period  of  time  by  starting  at  the 
beginning  of  the  alphabet  and  transcribing,  key  taping,  and  loading  the  necessary 
information  for  each  man.  As  this  is  completed,  it  will  no  longer  be  necessary  to  hand 
post  the  records  now  being  kept  in  Personnel  and  the  divisions. 

THE  TRAINING  RECORD 

The  Training  Record  will  be  initiated  at  the  time  of  hire  for  each  platform  employee, 
so  cut-over  will  not  be  a  problem.  By  putting  this  information  in  machine-readable  language, 
various  management  reports  will  be  available  to  Training.  These  include  lists  of  equipment 
men  are  qualified  on,  lists  of  expiring  driver's  licenses,  and  activity  of  each  instructor. 
This  will  eliminate  much  of  the  hand  research  and  posting  now  being  done  to  secure 
this  information. 


11-4 


NEW  HIRES 


When  the  new  employee  first  reports  to  the 
Personnel  office,  he  will  complete  a  Public 
Utilities  Personnel  Record  form,  and  his 
reporting  date  will  be  confirmed  at  this  time. 

Personnel  edits  and  adds  the  information  at  the 
bottom  of  the  page.  Usually,  his  employee 
number  is  known.  If  it  is  not,  a  99XX  number 
will  be  entered  in  the  employee  number  space. 
A  copy  is  filed  and  the  original  forwarded  to 
Data  Processing  where  it  is  put  in 
machine-readable  language  and  entered  into 
GRIP.  GRIP  sets  up  the  master  personnel  file. 
It  will  include  all  the  information  on  the  form. 
The  position  control  portion  transaction  tape  is 
prepared  for  the  batch  processing. 

GRIP  will  print  a  personnel  document  reflecting 
all  the  entered  information.  It  replaces  the 
original  record  in  the  personnel  jacket.  For 
platform  employees,  two  copies  are  forwarded 
to  the  training  section  of  the  Bureau  of 
Personnel  and  Training  in  order  to  initiate  the 
training  procedure. 

A  new  employment  list  is  prepared  periodically 
and  forwarded  to  payroll  for  their  information 
and  for  man  number  assignment  if  the  man 
number  is  not  known. 

A  list  is  also  prepared  showing  name,  birth  date, 
address,  and  former  address  for  each  new 
employee.  This  goes  to  Personnel  and  then  to 
the  Police  Department  for  research. 
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PUBLIC  UTILITIES  DEPARTMENT 
NEW  HIRE  PERSONNEL  INFORMATION 
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Date 


Employee  Name 


Social  Security  No. 


Drivers  License  No. 


Expiration  Date 


11 


Employee  Address 


City 


Zip 


Telephone  No. 


Present: 


It 


evious: 


;  Date  of  Birth    Place  of  Birth    Height  Weight  Complexion  .  Hair    Eyes    Race    Citizen    Vet.    Sex    Reserve  Status 


II 


Warital    S     M     W  D 

Itatus: 


11 

11 


Language  Spanish  Japanese  Chinese 
Spoken: 


Other     Explain  Other 


EMERGENCY  NOTIFY: 


Name 


Address 


Telephone  No. 


Relationship: 


DUCATION:  Include  Academic,  Business,  or  Skilled  Training 


Name  and  Location  of  School 


Grade  Completed 


Degree/Diploma 


Year 


Grammar 


igh 


Other 


jither 


/REVIOUS  EMPLOYMENT  (List  Last  First): 


Dates 


From 


To 


Employer's  Name/Address 


Type  of  Work 


yave  you  worked  for  the  Public  Utilities  before?   Have  you  been  employed  by  any  City  Department  within  the 

list  twelve  months?   If  so,  which  Department?   When?   Are  you  a 

member  of  the  City  Retirement  System?  

employment?  


Have  you  acquired  vacation  or  sick  leave  rights  through  City 


I 

I  hereby  certify  that  I  have  answered  the  foregoing  questions  truthfully  and  completely  to  the  best  of  my  knowledge.  I 
understand  that  discovery  of  false  information  may  result  in  the  immediate  termination  of  my  employment. 


"ate: 


Signature: 


1: 


OR  OFFICE  USE  ONLY 

iate  Employed  

Reqn.  No.  


Division  

O.A.  No. 


Date  Cert. 
Vice 


impl.  No.  

Ret.  Rate  

'  jlassification_ 
Iccount  No. 
Status 


M 

Tax  Code  S_ 

Pass  No.  

Section 


HSS  Plan 
and  Rate 


Internal 
Telephone 


NCS  Days  Used 
Step  


Base  Hours  Per  Week 


Basic  Rate 
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PUBLIC  UTILITIES  DEPARTMENT 
PERSONNEL  RECORD  PRINT-OUT 


Date 


Employee  Name 


Social  Security  No.       Employee  No, 


Employee  Address 


City 


Zip 


Telephone  No. 


.■resent: 


•^evious: 
late  of  Bi 


Pass  No. 


rth    Place  of  Birth    Height    Weight    Complexion    Hair    Eyes    Race    Citizen    Vet.    Sex    Cap  Number 


tlarital  S  M  W  D 
itatus: 


Reserve  Status  Language 
Spoken 


Account  No. 
X/XX/XX/X/XXX 


IN  EMERGENCY  NOTIFY: 


■f 


Name 


Address 


Telephone  No. 


[elationship: 


Driver's  License  No. 


Expiration  Date 


EDUCATION:    Include  Academic,  Business,  or  Skilled  Training 


Name  and  Location  of  School 


Grade  Completed 


Degree/Diploma 


Year 


rammar 


High 


Jther 
ther 


iREVIOUS  EMPLOYMENT  (List  Last  First) 


Dates 


From 


To 


Employer's  Name/Address 


Type  of  Work 


PREVIOUS  CITY  EMPLOYMENT:  Department 


Dates 


JOB  HISTORY 


leq.  No. 


Emp. 
Date 


Loc. 


Classific. 


Step 


Salary 
Ordinance 


Base 
Rate 


Base 
Hours 


P^ 


Status 


1— 


Date  of  Last  Update 
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1 


PERSONNEL  RECORD 
VIDEO  SCREEN 


Employee  Name 


Social  Security  No. 


Emp.  No. 


Employee  Address 


City 


Zip 


Telephone  No. 


esent: 


Driver's  License  No. 


Expiration  Date 


Cap  No. 


EMERGENCY  NOTIFY: 


Account  No. 
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Telephone  No. 


[elationship: 


JOB  HISTORY 
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Base 
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Base 
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TRAINING 


1.  The  personnel  form  is  received  in  Training. 

2.  The  date  of  training  is  posted  to  it,  and  it  becomes 
a  class  roster.  If  a  man  is  a  no-show,  this  is  also  noted. 
At  the  end  of  the  first  day,  one  copy  of  the  form  is 
forwarded  to  the  division  instructor.  It  acts  as  training 
record  for  the  student.  To  it  the  division  instructor 
posts  the  date,  the  line,  the  run,  the  vehicle  type,  the 
activity,  and  effectiveness  and  attitude  codes  each  time 
he  goes  out  with  the  trainee. 

3.  If  a  man  is  disqualified  for  any  reason,  this  is  posted 
to  the  document,  and  it  is  forwarded  to  the  senior 
instructor  who  may  assign  him  to  a  different  type  of 
vehicle.  The  senior  instructor  notes  this  fact  on  the 
document  and  forwards  it  to  the  new  divisional 
instructor.  The  divisional  instructor  proceeds  in  the  new 
location  as  previously  outlined. 

4.  On  completion  of  the  training  the  divisional  instructor 
assigns  each  trainee  to  a  division  superintendent  and 
forwards  the  document  to  the  senior  instructor. 
Training  edits  it  and  forwards  it  to  Data  Processing 
where  it  enters  GRIP  and  sets  up  the  training  section 
of  the  personnel  file,  updates  the  master  personnel 
section  status  as  probation,  and  changes  the  rate  from 
training  to  the  normal  rate.  This  rate  automatically 
changes  after  the  25th  day  regardless  of  whether  or  not 
the  man  has  completed  training.  A  list  is  prepared  for 
payroll.  A  printed  copy  of  the  updated  document  is 
forwarded  to  the  Training  office  where  it  is  filed  in 
the  man's  training  file.  It  is  also  held  online  until  the 
end  of  the  six-month  probationary  period. 

5.  An  updated  copy  of  the  General  Personnel  form  is 
printed  and  forwarded  to  Personnel. 
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MUNICIPAL  RAILWAY 
TRAINING  RECORD  AND  VIDEO  SCREEN 


Date 


Employee  Name 


Social  Security  No. 


Employee  No. 


Address 


City 


Telephone  No. 


Division 


Classification  No. 


Date  of  Hire 


License  No. 


Expiration  Date 


Equipment  Qualified  On 


Cap  No. 


TRAINING  HISTORY 


,   ^      ,  .         D  Attitude      Eff.       a  u  c 

te     Div.      Inst.      Lme     Runs     Code  Rate     Activity     Hours  Eq. 


Remarks 
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PROBATIONARY  FOLLOW-UP 


The  division  instructor  will  use  a  Daily  Activity  form  to 
report  all  his  activity  including  probationary  follow-up 
actions,  inspections,  accidents,  PSR's,  etc. 

Each  day  he  will  post  to  this  form  his  name  and  his  man 
number  and,  in  addition,  for  each  man  he  goes  out  with 
the  cap  number,  the  run  number,  the  line  number,  the 
division,  the  activity,  the  vehicle  number,  vehicle  condition, 
attitude  code  and  efficiency  rating  of  the  man  rated  on  a 
scale  of  1  to  10,  the  time  he  spent  with  the  man,  and  any 
remarks  he  may  have.  For  each  safety  inspection,  he  will 
post  pertinent  information  and  location  of  the  inspection. 
This  will  include  the  name  of  each  cross  street  and  the 
address  (as  Fifth /Market/ 109  Market).  For  each  passenger 
service  follow-up  and  presentation  of  avoidable  charge,  he 
will  post  pertinent  information.  A  sample  form  follows. 

Nightly,  this  information  will  be  forwarded  to  Training, 
edited,  and  sent  to  Data  Processing.  It  is  put  in 
machine-readable  language  and  will  update  the  training 
section  of  the  personnel  record  if  an  operator  is  involved. 
At  the  end  of  the  probationary  training  period,  when  the 
operator  becomes  permanent,  this  fact  will  be  entered  into 
GRIP  and  change  the  status  on  the  master  personnel  file. 
The  employee's  training  record  will  be  held  online  until  the 
end  of  the  probationary  period  at  which  time  it  will  be 
printed  out  and  returned  to  Training  for  its  files.  Hereafter, 
a  new  training  record  will  be  printed  for  the  training  files 
each  time  activity  is  noted  after  the  employee  is  off  of 
probation  since  the  record  is  no  longer  accessible  via  a 
terminal. 


All  daily  activity  information  will  be  stored  on 
a  monthly  transaction  file  including  operator, 
safety  inspection,  and  PSR  activities.  At  the  end 
of  the  month  (four  weeks)  a  report  will  be 
prepared  showing  the  number  of  rides  by 
division,  the  number  of  correctional  case 
Interviews,  the  number  of  employees  completing 
training.  Hours  by  divisions  subdivided  by 
activity  and  hours  by  instructor  subdivided  by 
activity.  A  report  will  also  be  prepared  showing 
safety  inspection  by  location,  monthly  and  year 
to  date. 
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f 


tructor  Name  Man  Number  Date 


Ip  Run  Line 
lo.  No.  No. 


Div. 


Vehicle 


Type  No.  Cond. 


Activity  .^^.^  D  *•     D   u  *■  Hours 
^   ,  '  Attit.  Rating  Probation 
Code  (1  10)  Spent 


Remarks  or 
If  Safety  Inspection 


First         Second     BIk.  No 
Intersection  Intersection  Face  Problem 


ACTIVITY  CODES 


Instructed  {    )            2    Observed  (  ] 

3    Interviewed  (  ) 

In 

Respect  to  Items  Checked  Below 

1  {    )    Accident  Record 

14  ( 

)  Starting 

27  ( 

)    Destination  Sign 

2  (    )    Defensive  Driving 

15  ( 

)  Stopping 

28  ( 

)  Farebox 

1  {    )    Door  Operation 

16  ( 

)    Unusual  Motion 

29  ( 

)    Leaving  Vehicle 

1  (    )    Excessive  Speed 

17  ( 

)    Use  of  Mirrors 

30  ( 

)    License  Check 

5  (    )    Fall  Alighting 

18  ( 

)    Spacing  Stop 

31  ( 

)  Lights 

S  (    )    Fall  Boarding 

19  ( 

)  Witnesses 

32  ( 

)  Switches 

1  (    )    Fall  on  Board 

20  ( 

)    Central  Control 

33  ( 

)  Smoking 

•8  {    )    Following  Too  Close 

21  ( 

)  Conversation 

34  ( 

)  Schedules 

9  (    )  Intersections 

22  { 

)    Courtesy  --  Passenger 

35  ( 

)    Pass  Up 

J)  (    )    Left  Turns 

23  ( 

)    Courtesy  --  Traffic 

36  ( 

)    Personal  Radio 

1  {    )    Right  Turns 

24  ( 

)    Defect  Card 

37  ( 

)  Terminal 

2  (    )    Rough  Operation 

25  ( 

)  Dewirements 

38  ( 

)  Trainee 

1  (    )    Roll  Back 

26  ( 

)  Breakers 

39  { 

)  Transfer 

(    )    PSR  Follow-Up 

( 

)    Presentation  of 

)    Safety  Inspec.  Street 

Avoidable  Charge 


Safety  Inspec.  Overhead 
Safety  Inspec.  Obstruction 
Safety  Inspec.  Miscellaneous 
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RETRAINING 


When  an  employee  requires  retraining,  this  action  will  appear  on  the  instructor's  daily 
activity  sheet  and  update  the  training  portion  of  the  personnel  file.  It  will  cause  a 
new  training  record  to  be  printed  for  the  employee's  training  jacket. 
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UPDATING  THE  GENERAL  PERSONNEL  RECORD 


1.  Information  which  might  change  on 
the  General  Personnel  Record  such 
as  name,  employee  address, 
telephone,  marital  status,  and 
emergency  notification  will  be 
entered  directly  on  the  copy  of  the 
personnel  sheet  which  is  left  in  the 
employee  jacket.  It  will  be 
forwarded  to  Data  Processing  where 
it  will  update  the  file  and  create  a 
new  form  for  the  personnel  jacket. 

2.  Changes  to  the  employees's  job 
history  such  as  location,  rate, 
permanent  or  temporary  will 
originate  in  Personnel,  enter  GRIP, 
and  generate  a  new  form  for  the 
personnel  jacket.  Hours  or  location 
changes  originate  via  payroll  and 
also  trigger  a  new  personnel  sheet. 

3.  Lay-offs  or  sign-ups  will  also  affect 
the  master  personnel  file  and 
generate  a  new  form. 
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THE  PERFORMANCE  RECORD 


The  Performance  Record  will  contain  all  commendations,  reprimands,  and  industrial 
accidents  for  each  employee.  It  will  be  held  online  available  via  a  terminal  for  one  year. 
At  the  end  of  that  time,  a  print-out  will  be  made  and  filed  in  the  employee's  personnel 
jacket. 

It  will  be  created  whenever  one  of  these  activities  occurs,  and  because  it  is  online,  will 
eliminate  the  duplicate  posting  now  going  on  in  the  six  divisions.  It  will  be  implemented 
at  the  beginning  of  a  selected  year  at  which  point  all  duplicate  posting  should  stop  and 
the  updating  of  the  record  controlled  at  one  point  ~  Personnel.  The  employment  to  date 
counts  appearing  at  the  bottom  of  the  record  would  be  calculated  at  time  of  incident 
occurrence  and  input  to  the  record  made  at  that  time.  It  is  felt  that  the  20%  of  the 
records  that  are  excessively  active  would  be  online  very  quickly.  The  others  would  take 
longer  to  put  in  machine-readable  language,  and  at  a  certain  point  in  time,  it  might  be 
necessary  to  make  a  concerted  effort  to  put  the  remaining  records  in  the  computer. 
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MUNICIPAL  RAILWAY 

PERFORMANCE  RECORD  AND  VIDEO  SCREEN 

Employee  Name 

Social  Security  No. 

Employee  No. 

^                                                          PERFORMANCE  HISTORY 

i{  Date 

Activity 

Description 

:t\/lULATIVE  YEARLY  COUNTS  DATE  OF  UPDATE  

9  Violations         Traffic  Violations         Schedule  Violations       Suspensions  Uniform  Violations 


nonitions 

Hearings 

Retraining 

Special  Obs.  Report 

PSR 

-Ups 

^  Discourtesy 

Presentation  of 
Avoidable  Charge 

Investigative  Reports 

Industrial  Accidents 

-Outs 

Commendations 
Current 

Employment  to  Date 

li-16 


UPDATING  OR  CREATING 
THE  PERFORMANCE  RECORD 


Various  kinds  of  activities  may  update  or  create 
the  performance  section  of  the  personnel  file. 
These  include  commendations,  division  changes 
and  rule  violations  such  as  traffic  violations, 
scheduling  violations,  leaves  over  30  days, 
admonitions,  step  3  hearings,  special  observer 
reports,  PSR's,  pass-ups,  discourtesy, 
investigative  reports,  uniform  violations,  and 
industrial  accidents.  These  will,  as  at  present, 
originate  in  the  divisions  on  forms  designed  for 
each  activity.  They  will  be  prepared  as  at  present 
and  forwarded  to  Personnel.  Personnel  will 
check  them  and  summarize  if  necessary.  90%  of 
those  received  will  require  no  summarization. 
The  original  is  filed  in  the  personnel  jacket,  and 
a  copy  is  forwarded  to  Data  Processing. 

GRIP  will  create  or  update  the  Performance 
section  of  the  personnel  file  with  date,  type  of 
incident,  and  description.  This  information  will 
be  held  for  one  year,  available  via  terminals, 
then  printed  and  a  copy  forwarded  to  Personnel 
and  the  appropriate  division.  They  will  be  filed 
in  the  personnel  jacket.  At  any  time.  Personnel 
or  the  Division  may  request  a  hard  copy  of  the 
file  if  necessary  for  disciplinary  action.  This 
could  be  printed  by  the  computer,  or  if 
immediate  action  is  required,  by  the  terminal. 
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INDUSTRIAL  ACCIDENTS 


The  industrial  accident  reports  will  be  received  in  the 
Bureau  of  Personnel  and  Training  from  the  divisions  as 
at  present. 

They  will  be  coded  with  date,  nature  of  accident  code, 
part  of  the  body  affected,  and  an  activity  number.  This 
activity  number  must  be  designed  and  might  follow  the 
following  format: 

I  for  Industrial  Injury 

1  for  Burns 

2  for  Sprains,  etc. 

1  for  Disabling 

2  for  Non-Disabling 

A  sprain  that  was  non-disabling  would  be  coded  122. 

The  man  number  and  location  number  would  also  be 
coded  and  a  brief  description  of  the  Injury  written. 

This  would  be  forwarded  to  data  processing  and  put 
in  machine-readable  language. 

It  would  enter  GRIP  and  be  posted  to  the  performance 
file  for  the  employee.  GRIP  would  add  indicative 
information  such  as  sex,  birth  date,  etc. 

At  the  same  time,  an  industrial  accident  transaction  tape 
would  be  created  reflecting  this  information  which 
would  be  used  to  run  the  industrial  accident  by  type 
reports  now  being  prepared. 

The  performance  file  could  be  updated  with  appeal 
information  and  appeal  approval,  disapproval, 
disapproval  code  (which  of  the  14  points  were  denied), 
and  appeal  reversed  information. 

At  the  end  of  the  period  the  total  cost  of  industrial 
accidents  for  the  Municipal  Railway  could  be  secured 
from  the  San  Francisco  City  and  County  Retirement 
System  divided  by  the  number  of  accidents  occurring 
that  period,  and  an  estimated  cost  could  be  posted  to 
the  record. 
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REPORTS  AVAILABLE 


Reports  are  available  from  the  various  parts  of  the 
personnel  file. 
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VACATION  AND  SICK  LEAVE  RECORDS 


The  Vacation  and  Sick  Leave  records  will  be  updated  from  the  bi-weekly  payroll  and 
held  online  for  one  year.  At  the  end  of  that  time  the  yearly  record  will  be  printed  and 
will  be  filed  in  binders  in  the  vacation  and  sick  leave  section.  Each  pay.  period  an  updated 
status  report  showing  balances  for  each  man  could  be  printed  and  forwarded  to  the  vacation 
and  sick  leave  section  if  it  is  not  desirable  to  have  online  access  to  this  record.  Such 
online  access  would  be  available  to  the  divisions,  thus  eliminating  numerous  telephone 
calls  to  the  vacation  and  sick  leave  section. 

This  procedure  will  eliminate  the  manual  posting  of  vacation  and  sick  leave  status  from 
the  payroll  to  the  present  records  and  the  manual  computation  of  various  balances  which 
is  taking  place  presently.  A  terminal  will  be  placed  in  the  section  in  order  to  answer 
questions  concerning  the  current  year-to-date  activity  and  balances. 

This  record,  since  it  is  updated  from  payroll,  will  also  show  operating  days  and 
non-operating  days  for  each  platform  employee  for  each  month  and  year  to  date  for  use 
in  making  awards. 

It  will  be  updated  after  each  sign-up  with  the  line  number  the  man  is  currently  assigned 
to.  At  the  beginning  of  the  year  the  symbol  for  anticipated  vacation  will  be  inserted 
into  the  record  for  scheduling  purposes.  If  the  employee  does  not  take  his  vacation  as 
anticipated,  this  symbol  will  be  replaced  with  the  proper  symbol. 


I 

I 
I 
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From 
Dept 


1.  Overtime  for  all  employees  will  be  received  on  an 
exception  report  from  the  departments. 

2.  It  will  go  to  the  payroll  section  in  Accounting  and  then 
to  Data  Processing  where  it  will  enter  GRIP. 

3.  GRIP  will  set  up  a  P/R  transaction  file  which  will  have 
one  record  for  each  symbol  for  each  man  each  day. 


Exception 
Report 


Accounting 
P/R 
Section 

 1- 


Edit 

1 


Data 
Processing 

— r~ 


Machine- 
Readable 
Language 
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At  the  end  of  the  payroll  period  after  the 
transaction  file  has  been  used  to  prepare  the 
payroll  and  has  been  updated  by  any  last  minute 
changes,  it  will  enter  GRIP. 

GRIP  will  create  that  period's  vacation  and  sick 
leave  record.  This  will  mirror  each  day  and  indicate 
either  "W"  for  Worked,  "H"  for  Holiday,  or  the 
pertinent  18  symbols  used  for  reporting  time. 

Using  the  rules  set  up  by  Civil  Service  and  the  Muni 
Railway,  the  following  summary  totals  will.be 
updated:  sick  leave  days  earned,  used  and  balance, 
vacation  days  earned,  used  and  balance,  leave 
without  pay,  any  educational  leave  days,  military 
leave  with  and  without  pay  days,  funeral  days,  and 
relationship.  This  yearly  record  will  be  available 
to  Payroll  via  a  terminal,  or  the  balances  will  be 
printed  out  bi-weekly. 

If  the  latter  approach  is  taken,  at  the  end  of  the 
bi-weekly  period  a  vacation  and  sick  leave  report 
for  each  employee  will  be  created  showing  the  type 
of  hours  for  each  day  (see  sample)  and  the  new 
balance  figures. 

All  information  is  taken  off/on  tape  for  future 
reports. 
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1.    At  intervals,  the  transaction  tape  will  be  used  to 
prepare: 

a.  Totals  of  the  counts  of  the  14  synnbols  by  division. 

b.  Number  of  absences  by  line  by  division. 

c.  Anniversary  dates  about  to  fall  due. 
Excessive  absences  analysis. 


Analysis  of  absence  trends  by  man  (i.e.,  always 
absent  on  Fridays). 


f.     Authorized   absence   report   (people   over  five 
consecutive  days). 
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Excessive 
Absence 
Analysis 
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To 
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ACCIDENTS  AND  CLAIMS 


The  Accident/Claims  system  of  GRIP  provides  for  updating  the  accident  section  of  the 
[Dersonnel  file  for  each  operator  involved,  updating  the  vehicle  record  if  a  vehicle  is  involved, 
and  creating  an  outstanding  accident  file  of  all  accident  transactions.  This  outstanding 
accident  file  will  interface  into  the  present  claims  accident  programs  now  being  run  in 
data  processing. 

The  accident  system  will  use  a  "link"  number  to  link  the  personnel  and  vehicle  records 
to  the  accident  records,  thus  enabling  vehicle  repair  costs  and  claims  costs  resulting  from 
an  accident  to  be  associated  with  an  operator. 

The  accident  section  of  the  personnel  file  and  the  vehicle  file  will  be  online  and  addressable 
via  a  terminal.  It  will  contain  18  months'  records  and  be  printed  out  for  filing  in  the 
personnel  folder  at  that  time.  The  transaction  file  and  associated  costs  will  be  offline, 
and  its  information  will  be  available  via  periodic  reports. 

The  accident  section  of  the  personnel  file  will  be  used  in  conjunction  with  the  sick  leave 
and  vacation  section  to  prepare  monthly  lists  of  drivers  eligible  for  safe  driving  awards. 
It  will  also  prepare  listings  of  employees  who  have  over  six  accidents  in  a  stated  period 
of  time  for  use  by  the  training  department  in  follow-up  procedures.  The  transaction  file, 
in  addition  to  preparing  the  current  reports  now  used  in  claims,  will  also  be  used  to 
prepare  the  various  statistical  reports  now  being  prepared  by  hand  in  the  Bureau  of 
Personnel  and  Safety.  Mileage  figures  can  be  obtained  from  the  vehicle  record  via  the 
link  number. 

Implementation  will  begin  at  the  start  of  a  fiscal  or  calendar  year.  As  accident  reports 
are  received,  the  accident  history  will  be  retrieved  from  the  present  accident  data  processing 
system,  and  a  new  online  accident  record  set  up. 

Claims  needs  no  cut-over  since  their  present  automated  system  will  interface  to  GRIP. 

Industrial  accidents  will  be  processed  as  at  present  and  used  to  update  the  performance 
record  section  of  the  personnel  file.  They  are  discussed  in  another  section  of  this  report. 
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1.  The  operator  will  complete  the  four  accident 
forms  as  at  present.  The  report  of  accident  will 
be  pre-numbered  with  a  "link"  number  to  link 
the  vehicle,  personnel,  and  claims  records. 

2.  That  night,  one  pre-numbered  copy  will  go  to 
the  appropriate  shop  if  damage  to  a  vehicle  is 
involved,  and  it  initiates  the  work  order  for 
repair. 

3.  Claims  will  pick  up  the  original  and  Personnel 
copies.  One  copy  will  go  to  the  Bureau  of 
Personnel  and  Safety,  where  it  will  be  scanned 
for  completeness,  coded,  and  the  first  page  only 
forwarded  to  data  processing.  The  others- are  put 
in  a  pending  file.  There  are  about  15  accident 
reports  per  day. 

4.  The  original  and  all  other  forms  are  forwarded 
to  Claims. 

NOTE:  A  "link"  number  is  necessary  because  of 
the  critical  timing.  At  the  time  of  sending 
the  shop  a  notice  the  file  number  is  not 
assigned.  At  the  time  the  accident  reports 
are  forwarded  to  data  processing  the  file 
number  may  not  be  assigned. 
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F-9«««A  90M 


1234 

Link  Number 


Accident  Code  Place  Code  No.  Witnesses  Cap  No 

SAN  FRANCISCO  MUNICIPAL  RAILWAY 


REPORT  OF  ACCIDENT 


Division.. 


No  


A      PDIMADY  DATA 

R  POMIPMPKIT 

C.  DIREQION 

1.  Date  of  Accident . 

1.  □  Trolley  Coach 

Car  or 
Coach 

.Othar 
VehicI* 

2.  Day  of  Week 

2.  □  Motor  Coach 

□ 

North 

□ 

3.  Time— A.M.  □ 

P.M. 

□  

3.  □  Electric  Car 

□ 

South 

□ 

4.  □  Cable  Car 

□ 

East 

□ 

5.  Car  or  Coach  No... 

5.  □  Other 

□ 

West 

□ 

6.  Run  No  7. 

□  Inbd. 

8.  □  Outbd. 

6.  □  No.  1  end        □  No.  2  end 

□ 

Unknown 

□ 

D.    LOCATION  {Addr.ess). 
(Nearest  Intersection) 


E.       □  Personal  Injury 

□  Property  Damage 


F.   OTHER  VEHICLE 


□  Driver  only 


□  Driver  and  passengers 


□  Unattended 


G.   TRAFFIC  CONTROL 

1.  □  STOP  and  GO  Signal 

2.  □  STOP  Sign 

3.  □  Warning  Sign 

4.  □  R.R.  Signal 


5.  Q  Officer  □  Ragman 

6.  Sign  or  Signal  Work  Properly 

7.  Sign  or  Signal  Obscured 

8.  □  Yield  Sign  

9.  □  No  Control  Present 


□  Yes 

□  Yes 


□  No 

□  No 


H.  INVOLVED 

1.  Q  Pedestrian 

2.  □  Auto  or  Small  Truck 

3.  Q  Largo  Truck 

4.  □  R.R.  Train 


5.  □  Motorcycle 

6.  □  Motorscooter 

7.  □  Bicycle 

8.  □  Animal 

9.  □  Fixed  Object 


10.  □  Other  Object 

11.  □  Trolley  Coach 

12.  □  Motor  Coach 

13.  □  ElectncCar 

14.  □  Cable  Car 


J.  WEATHER 

1.  □  Oear 

2.  □  Cloudy 

3.  □  Fog 

4.  □  Rain 


5.  □  Wind 

6.  □  Other 

7.  □  Visibility  Good 

8.  □  Visibility  Fair 

9.  □  Visibility  Poor 


K.  CONDITION 

1.  □  Daylight 

2.  □  Dusk 

3.  □  Dawn 

4.  □  Darkness 


L.   ARTIFICIAL  LIGHT 

1.  Streets        □  on  □  off 

2.  Car/Coach  □  on  □  off 

3.  Other  Veh.  □  on  □  off 

4.  Unknown  □ 


M.  MOVEMENT 

Car  or  Other  Car  or 

Coach  Vahlcl*  Coach 

1.  □  Starting  8.  □  15.  □ 

2.  □  Stopping  9.  □  16.  □ 

3.  □  Running  10.  □  17.  □ 

4.  □  Backing  II.  □  18.  □ 

5.  □  Standing  12.  □  19.  □ 

6.  □  Pulling  from  Curb  13.  □  20.  □ 

7.  □  Pulling  to  Curb  14.  □  21.  □ 


Passing 
Straight 
Turn  Left 
Turn  Right 
Upgrade 
Downgrade 
Level 


0«i«r 
Vahlcl* 

22.  □ 

23.  □ 

24.  □ 

25.  □ 

26.  □ 

27.  □ 

28.  □ 


N.    ROAD  CONDITION 

1.  □  Dry 

2.  □  Wet 

3.  □  Slippery 

4.  □  Loose  Material 

5.  □  Holes— Ruts 

6.  □  UrxJer  Repair 

7.  □  Other 


P.   CONTRIBUTORY  FACTOR 

1.  □  Vehicle  Double  Parked 

2.  Q  Vehicle  Parked  in  Zone 

3.  Q  Vehicle  Parked  at  Angle 

4.  □  Vehicle  in  Crosswalk 

5.  □  Pedestrian  Jaywalking 

6.  □  Other 


R.    POINT  OF  CONTAa 


Car  or 
Coach 

Vahtcl* 
Othar 

1.  □ 

Front 

6.  □ 

2.  □ 

Right  Side 

7.  □ 

3.  □ 

Lett  Side 

8.  n 

4.  □ 

Rear 

9.  □ 

5.  □ 

Other 

10.  □ 

S.   PEDESTRIAN  ACCIDENTS 

1.  □  Crossing  Intersection  with  Signal 

2.  □  Crossing  Intersection  Against  Signal 

3.  □  Crossing  Intersection — No  Signal 

4.  □  Crossing — Not  at  Intersection 

5.  □  From  Between  Parked  Vehicles 

6.  □  Walking    □  Playing    □  Running  in  Street 

7.  LH  Standing  in  Safety  Zone 


8.  □  Standing  Near  Curb  on  Street 

9»  □  Standing  Near  Curb  on  Sidewalk 

10.  □  In  or  Out  of  Vehicle — Right  Side 

11.  □  In  or  Out  of  Vehicle— Left  Side 

12.  □  Crosswalks       □  Marked       □  Unmarked 

13.  □  Pedestrian  Inside  Marks       □  Outside  of  Marks 

14.  Q  Action  Unknown 


(Ov.r) 


i 


PASSENGER  ACCIDENTS 

D  Boarding 
2.  □  /vI^g^^mg 
>>•  □  Urlnown 
^.  □  Confad— Fronf  Doon 
6.  □  Confacf— Rear  Doors 


6.  □  Bumpod 

7.  D  Ft)!l 

8.  □  Sfumbled 
^«  Q  Slipped 

10.  Q  O.'fior 


n-28 


□  None 

□  None 


7. 
9. 

n. 


DAMAGE 

□  Cor  or  Coach 

2.  □  OlIiGrVcIucIo 

3.  O  Ofhor  Property 
Was  Aid  Refused? 
Was  Ccnfrcl  Confrol  Called? 
Was  Ambulance  Called? 
Wlio  Colled  Ambulance?   _ 

y/ha\  became  of  Injured  Personfs)?„.. 

ADDITIONAL  INFORMATION 

Name  of  Dnver..  

Address  of  DnVer.  

Nomo  of  Owner  

Address  of  Ov/ner  

Mafco  of  Veliicis    

Name  of  Insurance  Corner.  

INJURED  PcRSOHS-Homo 


□ 
□ 
□ 


ON  STREET 

Q  Before  Boarding 

12.  □  Affer  Alighting 

13.  Q  Untnown 


Yes 
Yes 
Yes 


INJURY 

4.  □  Pcssonyorfs)  in  Car  or  Coach 
6.  □  Per.on(s)  in  OhSor  Vehicle 
6«  □  Pedesfricn 

'0.*  Q  No       jy'^f^;''^^  °^  --^7 

12.  □  No  °  □  No 


ON  BOARD 
'4.  □  Fronf  Socfion 
Roar  Sccficn 
Confer  Socfion! 
Unknown 


□  male      □  female 


  Ye 


or.  


Type  

•  Address 


 Ucente  No.  

Policy  No  


D  Opetofor 
D  Conductor 
n  Gripman  ' 
D  Ofhor 

Of  her  Crow  A-l  ember 
or  Sfudonf 
Ivod  by  


Name  .. 
Address 
Entered  Service 


Name  

Address  


 — Phono  No.   _ 

 Do?©  of  Dirth  

 Cop  No  -  

 — Phono  No.  
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REQUEST  FOR  WORK  ORDER 

F.SeOOA  lOM  1234 

Link  Number  SAN  FRANCISCO  MUNICIPAL  RAILWAY 


Division. 


A. 


PRIMARY  DATA 

1.  Date  of  Accidonh. 

2.  Day  of  Week  

3.  Time — A.M.  Q 

4.  line  or  Roulo  

5.  Car  or  Coach  No  

6.  Run  No  7.  □  !nbd. 


P.M.  Q 


8.  □  Oufbcl. 


REPORT  OF  ACCIDENT 


B.  EQUIPMENT 

1.  Q  Trolley  Coach 

2.  □  Motor  Coach 

3.  Q  Elacfric  Cor 

4.  □  Cable  Car 

5.  □  Other 


No.  


6.  □  No.  I  end        □  No.  2  end 


C.  DlREaiON 


Cof  or 
Coach 

□ 

□ 

□ 

□ 


North 
South 
East 
We&t 


.Other 
Yehlcla 

□ 

□ 

□ 

□ 


□       Unknown  Q 


Forwarded  to  shops  to  establish  link  between  Accident 
Record  and  vehicle  repair  costs. 
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Nightly  the  report  of  accident  will  be  made 
machine  readable  and  entered  into  GRIP.  It  will: 

a.  Update  the  employee's  accident  record  if 
appropriate  with  link  number,  date, 
accident  code,  and  number  of  witnesses. 

b.  Update  the  vehicle  record  with  link  number 
and  date. 

0.  Create  an  outstanding  accident  file  in  link 
number  order. 

This  will  show:  link  number,  division,  date  of 
accident,  cap  number,  day  of  week,  time,  line 
or  route,  vehicle  number,  run  number, 
inbound/outbound,  equipment  type,  direction 
of  Muni  vehicle,  direction  of  other  vehicle,  place 
code  (entering,  leaving,  or  mid-intersection), 
location  name  {1st  intersection,  2nd 
intersection,  address),  number  of  witnesses, 
personal  injury  or  property  damage,  date  of 
birth  and  date  of  employment  (picked  up  from 
personnel  file),  and  accident  code. 

To  this  will  be  added  by  Claims:  file  number 
and  all  claim  information  presently  used. 

And  by  training:  avoidable  or  unavoidable 
accident  and  hearing  information. 

A  daily  synopsis  sheet  by  division  will  be  printed 
and  forwarded  to  Claims.  This  will  show:  link 
number,  coach  number,  line,  run  and  location. 

A  file  backer  will  also  be  printed  for  Claims. 
They  will  attach  it  to  the  accident  report  and 
the  package  is  filed. 


Report  of 
Accident 


Machine- 
Readable 
Language 


Accidents 


Personn 


3l 
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VIDEO  SCREEN 
ACCIDENT  RECORD  AND  CHANGE  SHEET 


lame 


Div._ 
Cap_ 
Emp. 


nk  No. 


^       Accident      No.  of         Accident      A,  U,    Date  of      p..  , 
^^'^      Code  Witnesses      No.  ND      Appeal  Disposition 


Cost  of  Accident 
Labor      Parts  Settlmt. 


1                                                 ~      ACCIDENT  SUMMARY  BY  MONTH 

18 

17 

16 

15               14  13 

12 

11 

10 

1  ^ 

ND 

1  ^ 

8 

7 

6                5  4 

3 

2 

1  1 

\- 


accident  Count  Employment  to  Date 


voidable     Unavoidable    No.  Dec. 


Date  of  Last  Update  /  / 


11-32 


PUBLIC  UTILITIES  COMMISSION 
OF  SAN  FRANCISCO 

BUREAU  OF  CLAIMS 

SYNOPSIS 


jeport  of  Accident  for 
/Veather  Conditions 


Location 


Iccident  No.  Div.  Link  No.  Vehicle  No.  Line  Run  Tinne  First 


Second 


Address    0P^''^^°'"    Cao  No 
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FILE  CHANGES 


1.  Claims  processes  the  accident  and  assigns  a 
file  number.  They  may  consolidate  accident 
reports  if  two  Muni  vehicles  are  involved.  This 
will  be  in  the  present  format  and  will 
interface  to  the  existing  system.  It  consists 
of  the  fiscal  year,  type  of  equipment  code, 
and  sequence  number.  It  is  posted  to  a  claims 
change  sheet. 

2.  This  is  forwarded  to  data  processing  where 
it  updates  the  accident  transaction  file  and 
the  personnel  record. 

3.  Training  and  safety  will  decide  whether  the 
accident  is  avoidable,  unavoidable,  subject  to 
hearings,  etc.  They  will  post  this  information 
to  a  training  change  sheet  and  it  will  be  used 
to  update  the  accident  section  of  the 
personnel  file. 

4.  Transaction  sheets  will  be  listed  and 
forwarded  to  the  originating  department. 

NOTE:  All  of  these  actions  may  take  many 
weeks  before  being  resolved.  However, 
due  to  the  link  number,  the  accident  will 
have  been  recorded  in  the  computer 
files. 
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1.  When  a  claim  is  filed,  the  accident  file  is  pulled. 

2.  Clainns  inquires  into  the  claimant  file  to  determine 
whether  or  not  the  Muni  has  had  a  claim  from 
this  person  before. 

3.  If  the  person  is  on  the  claimant  file.  Claims  will 
proceed  as  usual,  and  in  addition,  add  claimant 
Social  Security  number  to  the  present  record.  The 
information  on  the  backer  will  be  used  to  update 
the  claimant  file  with  the  newest  information 
(claim  date,  settlement  payment,  claim 
description). 

4.  If  the  person  is  not  on  the  file,  a  copy  of  the 
index  card  now  prepared  for  the  insurance  service 
bureau  search  will  go  to  data  processing.  It  will 
set  up  the  claimant  record  which  will  be  updated 
in  the  usual  manner. 

NOTE:  The  claimant  file  can  be  developed  into  a 
useful  tool  for  the  Accident  Division. 
Eventually,  it  should  reflect  all  costs  and 
transactions  pertaining  to  the  litigation 
involved  in  a  claim,  the  attorneys  and  doctors 
involved,  as  well  as  the  status  of  the  claim. 
This  could  be  used  to  answer  inquiries  from 
claimants  as  well  as  free  Claims  personnel 
from  the  extensive  research  and  clerical  work 
now  required  by  adjustors  and  investigators. 
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-<-«S  DO  NOT  TYPE  IN  THESE  SPACES 
TYPE  INFORMATION  UNDER  CAPTIONS 

CUinuot't  Last  Nunc 

First                            Middle                          Husband  or  Wile 

Forn 

er  Names.  Aliases.  Parents  of  Minors 

Residence  (Address  iii  Full) 

Former  Residence 

Birthplace 

Datt  of  Birih  (or  Age)  Sex 

Race                        Marital  Status 

Height  Weight 

Hair                                   Eyes  Occo 

Scars,  Tattoos,  or  Dcfomiitiet 

Social  Security  No. 

Date  ol  Accident 

Place  of  Accident 

I  lojtirics 

'           Doclor-CtaimaDt'a  (Full  \ame  &  Address) 

^  A  Homey-  Cbimant'i  (Full  Name  &  Address) 

Insarcd 

Reporting                                                                       Type  ol  Claim 
Cod.  No        U      Tf7  0 

Case  File  No. 

Nime  i  Addrfsl  of  Sllf.scriSff  * 

miTMTr'TPAT  R&TIW&Y 

Remarks 

949  Presidio  Ave. 
Fo««A£5«San  Francisco,  Ca.  94115 

SEARCH  REQUIRED  YES  □  NO  □ 
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CLAIMANT  RECORD 
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1.  Various  reports  may  be  printed  by  combining 
the  different  files.  The  online  accident  and 
vacation  and  sick  leave  files  can  prepare  safe 
driving  awards  lists  monthly  and  the  vehicle 
and  transaction  file,  the  repair/claims  cost  per 
accident  per  man. 

2.  The  transaction  file  can  be  sorted  to  proper 
sequence  and  enter  the  present  data 
processing  procedure  used  by  Claims. 

3.  The  reports  presently  prepared  by  hand  in 
training  can  be  prepared  by  the  computer. 
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PAYROLL 


GRIP,  as  originally  envisaged,  did  not  seek  to  make  any  changes  to  the  existing  payroll 
systems,  which  currently  function  in  a  satisfactory  manner.  However,  as  a  result  of  the 
increased  utility  of  the  GRIP  subsystems,  it  has  been  necessary  to  modify  the  payroll 
procedures  to  gather  the  information  required  for  those  systems.  These  modifications  will 
apply  to  all  Muni  payroll  systems,  per  diem,  miscellaneous  salary,  and  platform.  General 
procedures  for  each  system  are  discussed  below. 

Other  analyses  currently  in  progress,  not  directly  related  to  GRIP  are  addressing  the 
transportation  segment  of  Muni  operations.  A  run  scheduling  package,  RUCUS,  has  been 
approved  and  is  awaiting  funding.  Implementation  is  anticipated  in  one  to  two  years.  Also, 
an  exception  payroll  system  for  platform  personnel,  SOCS,  currently  being  developed  in 
Atlanta  under  an  UMTA  grant,  is  being  studied  to  determine  its  applicability  to  Muni 
operations.  It  is  expected  that  an  exception  payroll  system  for  platform  will  be  installed 
in  conjunction  with  or  prior  to  the  arrival  of  RUCUS.  GRIP  has  been  designed  to  accept 
either  or  both  of  these  new  systems,  but  the  implementation  of  GRIP  is  not  contingent 
upon  the  installation  of  either  system. 

Platform 

The  source  document  for  the  platform  payroll  system  is  currently  a  daily  time  card,  upon 
which  each  employee  notes  work  done  and  hours.  Payroll  then  applies  account  number 
to  be  charged  and  rate  of  pay.  These  time  cards  are  then  processed  to  produce  time 
rolls  and  labor  expense  distribution  by  account.  The  only  changes  required  for  GRIP 
Implementation  will  be  the  adoption  of  the  new  chart  of  accounts,  and  coding  of 
non-standard  cost  centers.  Communication  with  the  personnel  subsystem  will  provide 
standard  cost  center  and  will  allow  accumulation  of  data  for  safe  driving  awards,  vacation, 
and  sick  pay  records. 

If  SOCS,  or  other  exception  payroll  is  installed,  the  primary  source  of  data  will  be  a 
master  schedule  file  with  driver  assignments.  Exceptions  will  be  entered  by  exception  sheet, 
which  will  include  account  number  and  rate.  Once  the  payroll  file  is  built,  processing 
will  be  the  same  as  with  the  current  time  card  system. 

Per  Diem 

The  per  diem  time  card  will  be  used  to  record  payroll  information  for  all  per  diem 
employees  both  for  vehicle  maintenance  and  ways  and  structures. 

The  time  card  contains  the  following  pre-printed  information: 


11-40 


Employee  Number  -  City  employee  number. 

Employee  Name  -  Name  of  employee. 

Date  -  Month,  day,  and  year. 

The  following  items  will  be  pre-punched  initially,  but  eventually  will  be  picked  up  from 
the  personnel  file: 

P/T  -  Permanent  or  Temporary  classification. 

Cost  Center  -  Accounting  cost  center  to  which  an  employee  is  assigned. 

Class  -  Civil  Service  position  classification. 

Rate  -  Normal  pay  rate  for  the  position. 

The  employee  will  fill  in  the  following  information: 

Task  Number  -  The  work  order  number  and  the  item  number  for  an  activity  listed 
on  a  work  order. 

Description  -  Any  information  needed  to  describe  a  non-standard  work  rate. 

Transfer  -  An  accounting  code  indicating  a  cost  transfer  to  another  cost  center. 

Project  -  The  project  to  be  charged. 

Hours  -  The  time  spent  on  a  particular  activity. 

Symbol  -  The  code  indicating  over  time,  sick  leave,  jury  duty,  etc. 

Rate  -  A  rate  other  than  the  base  rate  to  be  charged  for  a  given  task. 

Code  -  Code  for  designating  pay  type  (straight  time,  over  time). 

Information  from  the  time  card  will  be  edited  and  entered  to  the  payroll  file.  The 
information  will  also  be  available  for  job  costing  and  expense  distribution. 

Miscellaneous  Salary 

This  system  will  continue  as  at  present  with  a  bi-weekly  time  card  or  time  sheet.  Basic 
account  and  cost  center  data  will  be  obtained  from  the  personnel  file.  Exceptions  will 
be  entered  separately.  From  the  file  that  is  built,  time  rolls  and  labor  distribution  will 
be  processed.  Again,  sick  pay  and  vacation  data  wiJI  be  transferred  to  the  personnel  file. 


The  following  pages  show  how  the  payroll  system  eventually  might  interface  to  GRIP. 
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PAYROLL 
Platform 


1.  The  platform  payroll,  will  be  handled  in 
dispatch  as  at  present.  The  time  card  will  be 
pre-punched  with  man  number  and  cap 
number.  The  account  number  function  to 
which  the  man  is  normally  assigned  will  be 
picked  up  from  the  personnel  file.  If  he  does 
something  other  than  his  normal  assignment, 
he  will  post  the  hours  and  what  he  did.  The 
unscheduled  over  time  report  will  be  posted 
by  dispatch  and  the  time  cards,  over  time 
report,  and  run  sheet  forwarded  to 
Accounting. 

2.  Accounting  will  edit  as  at  present  adding 
the  account  and  rate  for  non-normal 
assignments,  and  the  information  will  be  key 
taped  one  record  for  each  entry  for  each  man 
showing  the  hours  at  that  job. 

3.  The  tape  will  enter  GRIP  where  it  will 
be  sorted  to  man  number  and  passed  against 
the  personnel  file  and  anyone  not  on  the  file 
or  not  having  a  time  card  will  be  printed  out. 
The  rate  for  all  jobs  will  be  added  to  the 
record  at  this  time.  The  entries  will  also  be 
edited  for  erroneous  account  numbers  and 
these  will  be  printed  out.  Errors  will  go  to 
accounting  for  research  and  correction.  The 
correct  entries  will  enter  the  payroll  holding 
section  of  the  personnel  file.  After  the  errors 
are  corrected,  they  will  enter  GRIP  and  the 
payroll  file. 

4.  The  payroll  holding  file  will  be  updated 
each  day.  It  will  contain  transaction  records 
for  two  pay  periods  --  the  current  and  the 
previous.  It  is  in  man  number  order  within 
day. 
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1.  Per  diem  payroll  will  consist  of  two 
input  documents;  the  daily  time  roll  will 
contain  unscheduled  over  time,  sick  leave,  and 
vacation  posted  for  each  man  showing  man 
number,  account,  and  hours.  The  distribution 
entry  will  contain  man  number,  task  number, 
and  hours.  There  will  be  one  entry  for  each 
task,  by  each  man. 


PER  DIEM  PAYROLL 


Daily 
Time  Roll 


Distribution 


2.  It  will  be  key  taped  for  the  computer. 

3.  The  record  will  be  passed  against  the 
task  file  and  account  number  added.  As 
before,  the  information  will  be  edited  for 
personnel  and  account  numbers  and  the  rate 
added  to  the  transaction.  Correct  entries  will 
be  logged  on  the  daily  distribution  transaction 
file  and  the  payroll  file.  Errors  will  be 
researched,  corrected,  and  entered  into  these 
files  through  GRIP. 

4.  The  distribution  work  file  will  contain 
one  record  for  each  account  for  each  man 
showing  hours  and  rate. 
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MISCELLANEOUS  PAYROLL 


1.  The  activities  of  miscellaneous 
employees  are  normally  charged  to  the  same 
account.  The  bi-weekly  time  sheet  will  show 
each  employee  and  the  account  number  for 
normal  jobs  will  be  generated  from  the 
computer.  Only  hours  charged  to  exceptions 
such  as  vacation,  sick  leave,  over  time,  or 
another  account  number  will  be  entered. 

2.  This  will  go  to  accounting  where  it  will 
be  audited  and  key  taped  to  enter  GRIP. 

3.  Again,  the  entries  will  be  edited  for 
personnel  and  accounting  errors.  The  correct 
entries  will  enter  the  payroll  section  of  the 
personnel  file.  The  incorrect  entries  will  be 
listed  and  forwarded  to  accounting. 


4.  Corrections  will 
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AT  END  OF  PAY  PERIOD 


1.  At  the  end  of  the  pay  period  the  payroll 
file  will  enter  GRIP  and  be  formatted  for  the 
present  payroll  programs. 

2.  The  time  roll  will  be  written  and  sent 
to  MUNI  Accounting.  MUNI  Accounting  will 
audit  and  make  any  last  minute  changes.  The 
correct  time  roll  will  be  forwarded  to  the 
controller  for  payment. 

3.  The  last  minute  corrections  will  be 
entered  into  the  payroll  file  through  GRIP  by 
using  a  copy  of  the  time  roll  or  posting  to 
a  change  sheet. 

4.  The  payroll  file  will  update  the  vacation 
and  sick  leave  section  of  the  personnel  file 
with  summary  payroll  data,  such  as  vacation 
and  sick  leave  taken,  and  the  paid  payroll  file 
will  be  eliminated  from  the  current  position 
in  the  file,  making  way  for  the  next  pay 
period.  It  should  be  noted  that  two  copies 
of  the  payroll  file  will  be  kept  in  the 
computer  at  all  times:  the  current  record  and 
the  previous  record. 

5.  A  copy  showing  hours  worked  that 
period  by  day  by  man  will  be  forwarded  to 
the  foreman  and  divisional  superintendents  if 
needed. 
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1.  The  distribution  file  will  multiply  rate 
times  hours  for  each  entry,  summarize  these 
entries  by  account,  and  then  be  posted  to  the 
accounting  file  current  period  positions. 

2.  A  reconciliation  between  the  payroll  file 
and  the  distribution  file  will  be  performed 
and  a  distribution  report  which  includes  the 
reconciliation  activity  will  be  printed.  A 
historical  record  of  the  distribution 
transaction  file  will  be  made  on  tape. 

3.  A  report  showing  hours  by  function, 
activity,  and  location  could  be  prepared  for 
each  foreman  and  superintendent,  if  desired. 
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FILES 


The  following  is  a  list  of  data  elements  contained  in  the  files: 

I.  Personnel  Master  File  will  include: 

Name 

Social  Security  Number 
Employee  Number 
Address 

Telephone  Number 

Previous  Address 

Pass  Number 

Date  of  Birth 

Place  of  Birth 

Height 

Weight 

Complexion 

Hair 

Eyes 

Race 

Citizenship 

Veteran 

Sex 

Cap  Number 
Marital  Status 
Reserve  Status 
Language  Spoken 
Account  Number 

Emergency  Notification  (Name,  Address,  Telephone  Number,  Relationship) 
Drivers  License  Number 
Expiration  Date 

Education  (Grade,  Diploma,  Degree,  Institution,  Year  --  four  entries) 

Previous  Employment  --  three  entries 

Previous  City  Employment 

Requisition  Number 

Date  Employed  at  This  Job 

Location 

Classification 

Step 
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Salary  Ordinance  Number 
Base  Rate 
Base  Hours 
Permanent/Temporary 
Status 

II.  The  Training  Section  of  the  Personnel  File  will  include  this  additional  information 
for  each  current  entry: 

Date 
Division 
Instructor 
Line  Number 
Run  Number 
Attitude  Code 
Efficiency  Rating 
Activity 
Hours 

Equipment  Qualified  On 

III.  The  Performance  Section  will  include  this  additional  information: 

Date 

Activity  Description 

Employment  to  Date  Summary  Counts  for: 

Rule  Violations 
Traffic  Violations 
Schedule  Violations 
Miss-Outs 

Over  30-Day  Leave 
Admonitions 
Hearings 
Retraining 

Special  Observer  Report 
PSR's 
Pass-Up's 
Discourtesy 
Investigative  Reports 
Uniform  Violations 
Commendations 
Industrial  Accidents 
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IV.  The  Vacation  and  Sick  Leave  Record  will  include  this  additional  information: 

Vacation  Anniversary  Date 
Sick  Pay  Anniversary  Date 
Line  Number  Assigned 
Date  of  Assignment 

The  Proper  Work  Symbol  for  each  Day  for  a  Year 
Day  Balances  for: 

Sick  Leave 
Vacation 

Leave  Without  Pay 
Miss-Outs 
Educational  Leave 
Suspension 
Military  Leave 
Jury  Duty 

Compensation-Benefit  Days 

Funeral 

Overtime 

Leave  Over  30  Days 

It  will  also  contain  the  operating/non-operating  days  for  each  platform 
employee,  i.e.,  for  the  last  18  months. 

V.  The  Employee  Accident  Record  will  include  this  additional  information: 

Link  Number 
Date 

Accident  Code 
Number  Witnesses 
Accident  Number 
Avoidable/Unavoidable 
Date  of  Appeal 
Appeal  Disposition 
Labor  Cost 
Parts  Cost 
Total  Cost 

Accident  Summary  for  Last  18  Months  Showing  for  Each  Month:  Avoidable, 

Unavoidable,  No  Decision 
Total  Accident  Count  Employment  to  Date 
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VI.  Accident  Transaction  Record: 

Link  Number 
Division 

Date  of  Accident 

Cap  Number 

Day  of  Week 

Time  of  Day 

Line  or  Route 

Vehicle  Number 

Run  Number 

Inbound/Outbound 

Equipment  Type 

Direction  of  Muni  Vehicle 

Direction  of  Other  Vehicle 

Place  Code  (Entering,  Leaving,  In  Intersection) 

First  Cross  Street  Name 

Second  Cross  Street  Name 

Address 

Number  of  Witnesses 

Personal  Injury /Property  Damage 

Date  of  Birth 

Date  of  Employment 

Accident  Code 

File  Number 

VII.  Claims  Record  contains  all  current  information  including: 

Date  Claim  Filed 
Amount  of  Claim 
Disposition 
Date  Suit  Filed 
Amount 

Disposition  Date 
Reinstated  Claims 
Date 
Payment 
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VIII.       Claimant  Record: 

Claimant  Name 

Claimant  Address 

Claimant  Former  Address 

Birth  Place 

Date  of  Birth 

Sex 

Race 

Marital  Status 

Social  Security  Number 

Height 

Weight 

Hair 

Eyes 

Occupation 

And  for  each  claim: 

Date  of  Accident 
File  Number 
Accident  Code 
Description 
Settlement  Amount 
Date  of  Settlement 
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PAYROLL  HOLDING  FILE 


This  will  show  the  pay  period  and  for  each  man  for  each  day  (14  in  a  bi-weekly  period) 
the  total  number  of  hours  for  each  symbol  and  the  rates,  such  as  straight  time,  premium, 
non-standard,  etc. 

For  each  platform  employee,  it  will  show  the  account  number,  if  different  from  the  normal 
assignment,  and  the  number  of  hours  charged  to  that  account.  This  is  necessary  in  order 
to  update  the  personnel  record  with  operating  hours. 


DISTRIBUTION  WORK  FILE 


This  will  have  one  record  for  each  distribution  transaction  each  day  and  will  include  date, 
account  number,  rate,  and  hours. 


MAINTErJANCE  SUBSYSTEM 
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A.  WORK  ORDER  ENTRY 

The  work  order  entry  system  of  GRIP  is  a  front  end  system  designed  to  input  information 
to  be  used  for  work  scheduling,  accounting,  and  work  analysis  by  Equipment  and  Ways 
and  Structure  personnel.  The  information  gathered  by  the  Work  Order  Entry  System  may 
be  accessed  by  the  Payroll  System,  the  Inventory  System,  the  Vehicle  Maintenance  System, 
and  the  Accounting  System,  to  produce  the  various  reports  required  by  the  systems.  The 
work  order  entry  system  allows  any  major  maintenance  activity  performed  by  the  shops 
to  be  recorded  for  both  vehicle  nriaintenance  and  accounting  purposes  through  the  use 
of  activity  and  completion  codes.  The  various  codes  used  on  the  work  order  will  be 
determined  by  the  foremen  and  managers  within  the  shops.  These  codes  will  reflect  any 
maintenance  information  to  be  used  for  either  historical  analysis  or  scheduled  preventive 
maintenance. 

For  example,  in  the  automotive  shops  the  codes  will  have  a  format  similar  to  the  following: 
Reason  for  Work: 


1. 

Accident 

2. 

Vandalism 

3. 

Road  Call 

4. 

Operator  -  Defect 

5. 

Non-Scheduled  Maintenance 

6. 

Scheduled  Maintenance 

7. 

Service 

8. 

Campaign 

9. 

Other 

Activity  Code: 

The  activity  code  is  a  combination  of  the  activity  type  code  and  the  component 
codes. 

Activity  Type  Code: 


1. 

Inspect 

2. 

Adjust 

3. 

Repair 

4. 

Rebuild 

5. 

Install 

6. 

Change 

7. 

Paint 

8. 

Service 

9. 

Other 

Component  Code: 

00  Undistributed 
10-19  Engine 


10  Undistributed 

1 1  Head 
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12  Pistons,  connecting  rods 

13  Main  Bearings 

14  Valves 

15  Exhaust 

16  Oil  Pump 

17  Rings 

18  Minor  Overhaul 

19  Major  Overhaul 

20-29  Fuel 

30-34  Electrical 

40-49  Drive 

50-59  Air-Hydraulics 

60-69  Axles 

70-77  Chassis-Steering 

80-89  Body 

90-99  Brakes 

Completion  Codes: 


0. 

Completed  as  indicated 

1. 

Inspected 

3. 

Repaired 

4. 

Rebuilt 

5. 

Installed 

6. 

Changed 

7. 

Found  O.K. 

8. 

By-passed 

9. 

Task  transfer 

These  codes  and  any  additional  comments  will  be  entered  on  the  work  order  when 
a  job  is  completed.  When  completed  the  document  will  be  entered  to  the  system 
and  returned  to  the  shop  as  the  historical  document  to  show  work  accomplished. 
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The  basic  work  order  contains  the  following  information: 

Document  Type  -  Code  indicating  information  type  to  the  system. 

Work  Order  Number  -  The  unique  number  identifying  the  work  order. 

Object  Class  -  A  code  signifying  the  class  of  an  item  -  i.e.,  building,  vehicle,  equipment, 
grounds,  etc. 

Object  -  A  numerical  designation  of  the  specific  object  of  the  work  activity. 
Date  -  Date  on  which  the  work  order  originated. 
Location  -  Location  at  which  the  work  is  performed. 
Priority  -  Priority  of  anticipated  completion  of  work. 

Project  -  Project  center  code  indicating  responsibility  outside  normal  organizational 
lines. 

Line  Entry  or  Task  -  The  activity  portion  of  the  work  order,  containing  a  description 
of  reason,  activity  and  completion.  The  line  entry  contains: 

Item  -  The  number  uniquely  identifying  an  individual  line  entry  on  the  work 
order. 

Reason  Code  -  The  code  indicating  the  reason  the  work  is  being  performed. 

Reason  -  The  written  description  of  the  cause  for  maintenance. 

Activity  Code  -  The  code  describing  the  action  performed. 

Description  -  The  written  description  of  the  work  performed. 

Completion  Code  -  Code  indicating  status  of  the  activity,  i.e.,  bypassed, 
completed,  inspected". 

Comment  -  Any  additional  remarks  concerning  completion  of  the  work  which 
may  be  of  historical  value. 

Date  -  Date  of  completion  of  line  entry. 

Initial  -  Initial  of  person  completing  job. 
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^orm  xxxx  SAN  FRANCISCO  MUNICIPAL  RAILWAY 

~|Task  No.  WORK  ORDER  | 

[  Mo      Day  Yr 


1  Object  Class 

Location 

Object 

Priority 

Project 

ACTIVITY 

COMPLETION 
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fx  Cr\\jKJ  w 

Pnrip 

w  w  IVI  Ivl  L.  IM  1 

DATF 

U/AA  1  CI 

IN  IT 
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Completion  Codes: 


Written  By 


Reviewed  By 
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The  basic  work  order  outlined  above  will  be  used  for  both  vehicle  maintenance  and 
maintenance  of  buildings,  grounds,  and  equipment.  Variations  of  the  basic  work  order 
will  be  produced  to  facilitate  the  recording  of  some  types  of  activity.  These  different 
types  of  work  orders  will  have  varied  formats  and  will  use  the  document  code  to  indicate 
the  layout  to  data  entry  personnel. 

Work  orders  will  be  produced  from  two  sources.  Scheduled  maintenance  work  orders 
detailing  work  to  be  performed  will  be  generated  by  the  system  .  Non-scheduled 
maintenance  orders  will  be  filled  out  by  the  shop  foreman.  The  top  copy  of  the 
non-scheduled  work  order  will  then  be  entered  to  the  system  for  work  analysis.  Scheduled 
maintenance  information  will  be  retained  by  the  system  when  the  scheduled  maintenance 
work  order  is  produced.  Several  variations  of  these  types  of  work  orders  will  be  discussed 
in  detail  in  the  vehicle  maintenance  system. 

Upon  completion  of  the  tasks  listed  on  a  work  order,  the  information  will  be  input  to 
the  system.  Input  of  the  line  entry  or  task  will  signal  completion  of  the  task  already 
scheduled  in  the  task  file.  This  task  file  will  communicate  with  the  payroll  system  and 
the  inventory  system  via  task  number  (work  order  number  and  item  number)  to  receive 
labor  and  materials  information.  The  task  file  will  also  be  available  to  provide  the  major 
input  to  the  vehicle  maintenance  system. 
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B.  VEHICLE  MAINTENANCE 

The  vehicle  maintenance  system  is  an  extension  of  the  work  order  entry  system,  the  payroll 
system, and  the  inventory  system  employing  the  same  basic  input  sources  to  establish 
detailed  information  specifically  for  vehicle  maintenance.  The  vehicle  maintenance  system 
is  designed  to  provide  preventive  maintenance  scheduling,  component  failure  analysis,  and 
vehicle  performance  evaluation  for  the  purpose  of  increasing  the  efficiency  of  maintenance 
operations  and  reducing  out-of-service  conditions.  Any  cost  center  data  of  a  financial  nature 
will  be  reported  through  the  management  reporting  system  detailed  in  the  accounting 
system.  This  will  allow  exception  reporting  of  maintenance  problems  without  the 
voluminous  detail  which  would  accompany  a  financially  oriented  report  achieving  the  same 
end. 

The  information  generated  by  the  vehicle  maintenance  system  addresses  itself  specifically 
to  the  shop  foremen  and  managers  in  the  equipment  department.  Summarized  activity 
and  cost  data  is  supplied  by  the  management  reporting  system  defined  in  the  accounting 
description. 

NOTE:  The  description  of  the  system  references  diesel  coaches.  Reporting  for  other  types 
of  vehicles  will  reflect  varied  information  requirements. 
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NON-SCHEDULED  MAINTENANCE 


Non-scheduled  maintenance  occurs  as  a  result  of  a  failure  or  defect.  The  work  order  is 
originated  by  the  shop  foreman  or  subforeman.  Major  actions  to  be  completed  are  indicated 
on  the  work  order  prior  to  work  assignment.  Non-scheduled  work  orders  consist  of  the 
standard  work  order  originated  by  the  foreman  (see  Work  Order  Entry  System),  a  "service" 
work  order  which  indicates  quantities  of  consumables  used  by  vehicles,  and  a  "permanent" 
work  order  which  allows  listing  of  multiple  objects  and  a  single  repetitive  task  such  as 
armature  winding,  etc. 

After  being  entered  to  the  system,  the  work  orders  will  be  filed  for  use  as  historical 
documents  showing  completion  of  work,  with  the  possible  exception  of  the  "permanent" 
work  order.  The  "permanent"  work  order,  when  originated  in  a  component  shop,  will 
not  show  detailed  repair  information  since  that  information  is  being  effectively  maintained 
by  shop  personnel  at  this  time. 
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11-64 


t 


Document  Type 

Task  No. 


SAN  FRANCISCO  MUNICIPAL  RAILWAY 
WORK  ORDER 
SERVICE 


Object  Class 


Mo  Day  Yr 
Location 


Activity  Code 


1  Vehicle 
|Number 

Commodity 
Quantity 

Fuel 
Gal  Tenths 

Lub.  Oil 
Qts. 

Coolant 
Qts. 

Trans.  Fluid 
Qts. 

1 

1 

Written  By 


Reviewed  By 


11-65 


SAN  FRANCISCO  MUNICIPAL  RAILWAY 
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The  vehicle  maintenance  system  will  rely  on  the  information  contained  on  the  work  orders 
and  material  requisitions  to  build  a  vehicle  file  which  will  contain  the  following 
information: 

Identification: 

This  section  will  carry  information  such  as: 

Vehicle  Identification  Number 

Description 

Purchase  Date 

Serial  Number 

Capital  Asset  Number 

License  Number 

Radio  Number 

Accident  History: 

The  following  information  will  be  carried  for  the  last  three  occurrences: 

Accident  Number  (link  number  supplied  by  Accidents  &  Claims) 
Date 

Repair  Work  Order  Number 
Status: 

The  status  field  is  an  internally  generated  and  maintained  field  containing  information 
used  for  scheduling  purposes.  The  information  includes: 

Mileage  for  the  prior  45  days  of  operation,  present  mileage,  life-to-date  mileage 
for  the  vehicle. 

Status  of  the  vehicle  if  maintenance  work  is  in  progress,  date  and  mileage  of 
the  present  maintenance  step  as  supplied  by  the  system. 

Commodities: 

The  commodity  fields  will  carry  daily  consumption  of  fuel,  coolant,  engine  oil,  and 
transmission  fluid  for  the  prior  three  weeks. 

Serialized  Components: 

This  field  contains  major  components  which  the  maintenance  departments  wish  to 
track  for  historical  purposes.  The  field  will  contain  component  serial  number, 
accumulated  mileage,  and  last  three  activities  and  date,  as  well  as  the  next  scheduled, 
non-completed  action  to  be  performed  on  the  vehicle. 
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Selected  non-serialized  component  information  will  be  maintained  on  a  subsidiary 
component  "monitor"  file  which  will  contain  the  vehicle  number,  part  number, 
mileage  at  which  the  component  was  installed,  mileage  at  which  the  component  was 
removed,  and  date  of  removal.  Information  from  the  component  monitor  file  will 
allow  vendor  analysis  and  average  life  of  components  to  be  examined. 

Selected  activity  information  will  be  maintained  through  use  of  an  "activity  monitor" 
file  which  is  subsidiary  to  the  vehicle  maintenance  file.  This  file  will  record  activities 
by  vehicle  and  mileage  to  determine  any  long-term  trends  in  vehicle  maintenance. 
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VEHICLE  MAINTENANCE  WORK  FLOW 

1.  Based  upon  pre-programmed 
mileage  limits,  consumable  usage, 
and  currently  open  work,  the 

computer  produces  "scheduled  maintenance 
work  orders". 

2.  Non-scheduled  work  resulting  from 
inspections,  accidents,  driver  reports,  and 
road  calls  is  written  up  by  the  foreman  on 
a  pre-numbered  work  order.  Data  from  the 
work  order  is  entered  into  GRIP. 

3.  Permanent  work  orders  exist  for 
repetitive  tasks,  such  as  armature  winding  and 
brake  drum  turning.  Separate  permanent 
orders  allow  allocation  of  work  to  normal 
maintenance  or  vandalism.  A  specific  work 
order  is  required  for  accident-related  repair. 

4.  As  materials  are  required  for  work, 
material  issue  tags  are  prepared  by  mechanic, 
signed  by  foreman,  and  sent  to  stores,  where 
part(s)  are  issued.  Issue  tag  contains  task 
number  to  tie  back  to  work  order.  Inventory 
system  provides  parts  cost  for  work  order 
costing  and  cost  center  accounting. 

5.  Mechanic  codes  task  number  and  hours 
on  his  daily  time  card.  Hours  times  rate  is 
performed  by  payroll  system  for  work  order 
costing,  cost  center  accounting,  and  paycheck 
preparation. 

6.  Work  orders  are  completed.  Signature 
and  completion  code  is  added  to  provide  data 
as  to  whether  different  work  was  done  than 
called  for  by  the  task  description. 
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7.  Time  cards  are  rated  using  employee 
rates  from  the  payroll  system.  Rated  task 
labor  information  is  used  to  update  and  cost 
the  tasks  on  the  task  file. 

8.  Issue  tags  are  rated  using  parts  usage 
rates  from  the  inventory  system.  Fixed  assets 
are  not  costed  against  the  vehicle.  No 
differentiation  is  made  between  a  new 
(recoverable)  part  and  one  which  has  been 
salvaged. 

9.  The  task  update  run  assembles  labor 
data,  material  data,  and  task 
entry/completion  data  into  a  current  task 
profile. 

10.  The  vehicle/component  file  is  updated 
from  completed  tasks. 

11.  Management  reports  detailing 
vehicle/component  exceptions,  labor 
exceptions  by  task  code,  value  of  preventive 
maintenance,  projections  of  future  work,  etc., 
are  prepared. 

12.  Expense  distribution  from  time  cards 
and  material  issues  is  handled  as  output  from 
the  payroll  system  and  the  inventory  system. 
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All  work  performed  in  the  equipment  shops  will  be  recorded  in  either  of  three  places. 
If  a  maintenance  activity  results  from  a  defect  card  and  is  considered  minor  it  will  be 
noted  on  the  reverse  side  of  the  operator  defect  card.  An  entry  of  this  nature  will  be 
charged  by  the  mechanic  to  a  "permanent"  task  number  on  the  time  card.  The  actual 
maintenance  information  will  not  be  entered  into  the  vehicle  maintenance  system. 

If  a  maintenance  activity  originates  from  the  computer  system  or  a  foreman  generated 
work  order,  the  information  will  be  input  to  the  computer  system.  Upon  entry  the 
document  will  be  returned  to  the  file  for  reference  by  shop  personnel. 

If  a  repetitive  maintenance  activity  is  charged  to  a  permanent  task  for  a  serialized 
component,  the  detailed  activity  is  noted  on  the  component  card  now  used  in  the  unit 
repair  shops.  This  information  is  used  primarily  by  the  component  shop  and  will  be  retained 
In  the  shop. 


n-71 


SAN  FRANCISCO  MUNICIPAL  RAILWAY 

OPERATORS  REPORT  OF  DEFECTS 
'each  operator  must  COMPLETE  AND  SIGN  ONE  SECTION  OF  THIS  CARD 


J-  1 
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OPERATOR  PLEASE  NOTE:.  Indicate 
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The  information  carried  on  the  various  files  within  the  vehicle  maintenance  system  will 
be  used  to  provide  reports  for  shop  supervisors.  These  include  activity  analysis  reports, 
scheduled  maintenance  reports,  commodity  exception  reports,  component  failure  reports, 
activity  analysis  report,  and  job  status  reports. 

These  reports  are  designed  to  allow  job  scheduling,  maintenance  scheduling,  and  analysis 
of  maintenance  activities  to  provide  management  control  over  all  facets  of  operations. 
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THE  COMMODITY  EXCEPTION  REPORT 

The  commodity  exception  report  indicates  the  consumption  of  fuel,  oil,  coolant,  or 
transmission  fluid  which  is  out  of  tolerance  with  limits  established  by  maintenance 
personnel. 

Two  types  of  limits  will  be  used;  the  first  is  a  lower  limit  for  mileage,  e.g.,  mileage  of 
less  than  3.5  M.P.G.  over  a  period  of  a  week;  the  second  is  an  excessive  variance  such 
as  a  variance  of  15%  in  fuel  mileage  for  two  consecutive  weeks. 

These  types  of  analysis  will  be  produced  on  an  exception  basis.  Only  vehicles  which  exceed 
the  limits  will  be  reported.  Thus,  shop  personnel  will  be  able  to  spot  coaches  which  are 
developing  problems  not  yet  apparent  to  the  vehicle  operator. 
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COMPONENT  ANALYSIS  REPORT 


The  component  analysis  report  is  produced  by  the  vehicle  maintenance  system  from 
information  generated  by  the  issue  tag  in  the  inventory  system.  Upon  issue  of  a  monitored 
or  serialized  component,  an  entry  is  generated  on  the  component  history  file.  This 
information  is  summarized  and  analyzed  by  the  system  to  show  an  excessive  failure  rate 
for'  either  vehicle  or  vendor.  This  report  will  show  detailed  information  for  abnormal 
situations  and  average  mileage  life  for  a  given  component. 

This  report  may  be  used  to  spot  inferior  parts  supplied  by  vendors,  to  change  scheduled 
maintenance  procedures  if  parts  are  not  performing  as  expected,  or  to  spot  vehicles  which 
require  excessive  parts  replacement. 
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ACTIVITY  ANALYSIS  REPORT 


The  activity  analysis  reports  are  produced  by  the  vehicle  maintenance  systenn  from 
Information  originating  in  the  task  file  of  the  work  order  entry .  system.  The  task 
information  is  summarized  and  stored  on  the  activity  history  file  by  the  vehicle  maintenance 
system.  This  information,  which  includes  major  activity,  vehicle,  task,  date,  and  mileage, 
will  show  repeated  performance  of  an  activity  indicating  either  an  improper  procedure 
or  improper  diagnosis  of  the  cause  of  failure,  and  mean  time  between  actions  for  a  given 
type  of  activity.  Both  activity  analysis  and  component  analysis  reports  may  be  used  to 
analyze  both  work  effectiveness  and  failure  trends. 
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ACTIVITY  ANALYSIS  REPORT 


Date 


Month  of 


.Location 


Vehicle  Number 


Task 


u 

t 


Action 


Mileage 


Date 


Avg. 


i 


\ 

! 
\ 

A 

1 

A 
A 
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SCHEDULED  MAINTENANCE  WORK  ORDERS 


The  scheduled  maintenance  work  orders  are  produced  by  the  vehicle  maintenance  system 
from  information  stored  on  the  vehicle  history  file. 

Scheduled  maintenance  work  orders  contain  the  following  pre-printed  information: 

Task  number  pre-assigned  by  the  computer 
Date,  location,  and  vehicle  number 

The  activity  section  which  will  show  the  work  to  be  performed  such  as  major  inspection 
or  serialized  component  replacement.  The  maintenance  step  section  which  will  show  any 
minor  activities  to  be  performed  as  a  result  of  mileage,  such  as  oil  filter  changes,  changing 
transmission  fluid,  etc.  Both  maintenance  step  information  and  activity  information  are 
derived  from  mileage  information  carried  in  the  vehicle  history  file. 

The  Serialized  Component  History  section  will  contain  the  previous  major  action,  mileage, 
and  date  for  all  serialized  components  such  as  engines,  compressor  motors,  and  differentials. 
This  will  allow  the  mechanic  to  determine  if  any  major  actions  are  likely  to  be  required 
as  a  result  of  the  vehicle  inspection.  When  a  scheduled  maintenance  report  is  produced, 
it  is  entered  to  the  task  file  by  the  system.  This  allows  job  status  reporting  for  any 
maintenance  assigned  but  not  completed. 
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Task  No. 


SAN  FRANCISCO  MUNICIPAL  RAILWAY 
SCHEDULED  MAINTENANCE 


Object  Class 


Object  No- 


Priority 


Date 
Location 


Project 


f'lTEM 

ACTIVITY 

COMPLETION 

^0. 

Code       ;  Description 

Code 

Comment 

Date 

Init 

1 
1 

......  , 

1 
1 

1 
1 

r 

1 
1 

1 

Maintenance  Step  -  ACTIONS  TO  BE  PERFORMED 


Description 


COMPONENT  STATUS 
Serial  Number  Last  Action 


Date 


Mileage 


Completion  Codes: 


Fuel 


Oil 


Trans. 


Coolant 


_  Gal. 
Qts. 
Qts. 
Qts. 


Reviewed  By 
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WORK  ORDER  STATUS  REPORTS 


The  work  order  status  reports  will  provide  three  types  of  information  from  the  task  file 
maintained  by  the  work  order  entry  system.  The  reports  will  be  produced  by  location 
and  will  show  work  in  progress,  jobs  completed,  and  jobs  anticipated  in  the  following 
week. 

Anticipated  jobs  will  show  scheduled  maintenance  and  parts  rotation  based  on  anticipated 
mileage  of  vehicles. 

Jobs  completed  will  show  tasks  completed  during  the  previous  week.  Total  labor  and 
materials  expenditure  will  be  available. 

Jobs  shown  as  currently  in  progress  are  those  jobs  which  have  been  scheduled  by  either 
the  foreman  or  by  the  system  which  have  not  been  completed.  These  jobs  will  show 
labor  and  materials  expenditures  to  date. 

The  job  status  reports  are  designed  to  enable  the  shop  foreman  to  plan  the  shop  activities 
more  efficiently,  to  allow  a  closer  watch  on  maintenance  expenses  and  in  the  future, 
to  develop  standards  for  the  different  types  of  jobs  performed. 
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WORK  ORDER  STATUS  REPORT 
Date                          Week  of 

Location 

Order  Number 

Description 

Status 

Expenditures 

Labor 

MtL 

*  

I 

1, 
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THE  INVENTORY  SYSTEM 

OVERVIEW 

The  inventory  system  represents  considerable  streamlining  of  the  order/issue  process  and 
provides  a  tracking  element  for  the  purchase  order/requisition  process.  Specific  features 
are: 

1.  Weekly  Stock  Status  Report,  reflecting  all  input  from  the  previous  week. 

a.  Input  provided  from  stores  locations  daily. 

b.  Input  based  directly  from  issue  tags. 

2.  Stores  catalog  shows  part  numbers  in  Muni,  vendor  and  noun  sequence  (monthly), 

a.  Shows  bin  location  for  each  storeroom. 

b.  Shows  total  part  description. 

c.  Indicates  monitored  parts. 

3.  Simplified  stores  procedure. 

a.  IBM  card  eliminated. 

b.  Yellow  card  eliminated  {bin  location  shown  on  stock  status  and  stores 
catalog). 

c.  Pink  card  eliminated  (demand  history  kept  by  the  system). 

d.  Requisitions  and  delivery  orders  machine  produced. 

4.  Includes  parts  not  now  stocked  --  to  be  controlled. 

5.  Includes  returns  accounting  acceptable  to  FARE. 

6.  System  for  providing  "Action  Required"  notices  daily. 

7.  Physical  inventory  audits  based  on  accounting  input. 

8.  Tracking  of  purchase  order/requisition  status. 

9.  Integration  with  maintenance  system. 

10.  Inventory  management  based  on  a  proven  inventory  package. 
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11.  Maintenance  of  part  file,  vendor  file,  and  action  required  file  (P.O.  and 
requisitions  would  be  kept  in  action  required  file). 

12.  No  change  to  the  City  Hall  purchase  order  interface. 
Specific  reports  provided  are:  "  • 
Stores  Catalog  --  Monthly 

Main  section  --  by  Muni  part  number  --  fixed  assets  separate 
Part  Number 

Long  Description  (includes  substitute  parts) 
Bin  number  at  each  location  (6) 
Assigned  quantities  at  sub-locations 
Vendor  part  number 
Demand  History 
Monitored  Item  Indication 

Section  by  Noun 

Short  Description 
Muni  Part  Number 
Vendor  Part  Number 
Bin  Location  (6) 

Section  by  Vendor  Part  Number  (same  data  elements  as  section  by  noun) 

Stock  Status  -  Weekly 

Part  Number  Totals  by  location  by  type  (fixed  assets 

and  expensed  parts) 

Short  Description 

Bin  Number  -  Prime  Stores  Location 

On  Hand 

Allocated 

Available 

On  Order  -  Requisition  -  Requisition  Number 

On  Order  -  P.O.  -  P.O.  Number 

Unit  Price  (weighted  average) 

Pending  Action  Flag 

Required  Action  Flag 

Issued  This  Week 

Returned  This  Week 

Requisition/Delivery  Order  -  Daily 

Present  requisition  format  with  provision  to  make  into  delivery  order. 
Print  past  history  in  comments  field. 
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Physical  Inventory  Cards  --  On  Demand 

Item  Number,  Bin  Location  -  Input  fields  for  count  --  to  be  performed  by  auditors 
based  on  accounting  requirements. 

Action  Notices  --  Daily 


Physical  Inventory 
Reparable  Tag  Due 
Expedite! 

Physical  Inventory  Card  Due 
Summarize  Action  Notices  Outstanding  --  By  Type/Cost  Center 
Transaction  Register  --  Daily 


Requisition  Due 
P.O.  Due  from  City  Hall 
P.O.  Due  from  Vendor 
P.O.  Due  for  Payment 
Inventory  out  of  Balance  with 


Sequence: 


New  Items 

Unresolved  Old  Items 
Resolved  Old  Items 


All  transactions  by  type 


11-87 


DETAILED  VIEW 


The  Purchasing  Section  of  the  Accounting  Department  of  the  Municipal  Railway  is 
responsible  for  submitting  requisitions  to  City  Hall  Purchasing. 


There  are  three  primary  stores  reporting  to  Purchasing: 

Items  Value 


1.  The  General  Store  at  Elkton, 
575  Ocean  Avenue 

2.  The  Automotive  Store  at  24th 
and  Utah  which  has  two  sub- 
stores;  one  at  Ocean  on  San 
Jose  and  one  at  Kirkland, 
2301  Stockton  Street 

3.  The  Trolley  Coach  Store  at 
2500  Mariposa  which  includes 
a  substore  at  875  Presidio 
Avenue 


1200 


SA'ear 


3200  $350K  $300K 
3000        300K  540K 


70K  264K 


As  at  present,  each  of  these  stores  is  manned  by  a  Storekeeper  who  is  paid  by  City  Hall 
Purchasing.  Funds  are  transferred  quarterly  from  the  Muni  Railway  to  the  Purchasing 
Department.  Direct  use  items  will  now  flow  through  the  system.  One  of  the  outputs  of 
the  GRIP  system  (equipment  and  inventory  together)  would  be  a  prioritization,  showing 
which  items,  when  out-of-stock,  result  in  the  greatest  amount  of  vehicle  down  time. 
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From  Muni  EDP 


1.  Selected  items  have  scientifically 
calculated  order  points,  order  quantities,  and 
safety  stock  generated  from  computer  input. 
For  these  items,  pre-printed  requisitions  are 
transmitted  to  stores  locations. 


Pre- 
printed 
Requisitior.s 


2.  Storekeepers    review   the   orders  and   

approve    or    alter,     based    on  external 

requirements  or  obsolescence  factors  about 
which  the  computer  has  no  knowledge. 

3.  A  reason  code  is  supplied  for  alterations, 
so  that  manual  changes  can  be  made  to  the 

computer  files,  if  appropriate.  /■ 


The  storekeeper  still  prepares  requisitions  for  Stores 

the  non-selected  items.  Requisitions  initiated  Locations 
by  storekeeper  for  selected  items  must  be 

supplied  with  reason  code.   j  

4.  Approved  or  altered  requisitions  are  sent 
to  Muni  Purchasing  and  are  handled  the  same 
as  non-selected  items  (next  page). 


Muni 

Purchasing 


• 
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A.    REGULAR  REQUISITIONS 


From  Stores 


5.  Regular  requisitions  are  prepared  by  the 
Storekeeper  and  Inventory  Clerks  in  six 
copies.  They  assign  a  number  from  a  block 
which  is  given  them  from  the  Muni  Purchasing 
Department  and  enter  the  account,  the  store 
commodity  code,  the  vendor  commodity 
code,  description,  and  estimated  cost  on  the 
copies.  They  keep  a  copy  and  forward  the 
rest  to  Muni  Purchasing.  The  Muni  Purchasing 
Department  checks  the  requisition,  posting 
the  unit  to  the  Purchasing  file  copy.  The 
addition  of  unit  price  is  checked  and 
corrected  if  necessary  to  agree  with  the  total 
estimate. 

6.  If  a  bid  is  required,  the  original 
requisition  is  stamped  to  designate  a  bid  and 
then  xeroxed.  The  xerox  copy  is  forwarded 
to  the  vendor  who  fills  in  the  price  and  mails 
it  to  City  Hall  Purchasing  in  the  enclosed 
envelope. 

7.  If  a  bid  is  not  required,  the  regular 
requisition  is  signed  and  two  copies  go  to  City 
Hall  Purchasing;  one  to  Muni  Accounting  for 
appropriation  purposes,  one  to  Data 
Processing,  and  one  is  filed  in  a  pending  file 
in  Muni  Purchasing. 


Storeroom 


1  Acct. 


1  Muni  Pur. 


1  DP  Copy 


Colored  Cof y 


Requisition 


Muni 

Purchasing 

Check  & 

Send 

Out 

Bid 

To  Vendor 


gn 


DP 

Accounting 


City  Hall 
Purchasing 
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8.  The  advance  copy  sent  fronn  City  Hall 
is  checked  against  the  requisition  in  the 
pending  file  and  Purchasing  is  notified  of  any 
difference  or  errors.  If  there  are  differences 
or  errors  the  order  is  voided  and  rewritten 
by  City  Hall  Purchasing  and  another  advance 
copy  is  forwarded  to  Muni  Purchasing. 

9.  The  purchase  order  number  is  entered  on 
the  requisition  and  filed  in  the  completed  file 
in  requisition  order  number. 

10.  The  advance  copy  is  sent  to  the 
appropriation  desk  for  adjustments  of 
encumbrance.  It  is  then  returned  to  Muni 
Purchasing  where  it  is  filed  in  the  pending  file 
in  purchase  number  order. 


Muni  Purchasing 
From  Cijty  Hall  Purchasing 


Advance 
Copy 


Muni 

Purchasing 

r 

Checked 

'  Against 

Req. 

Requisition 

To  Complete 

File 

Advance 
Copy 


Muni 

Accounting 

r 

Purchasing 
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From  Purchasing 


11.  Three  copies  of  the  purchase  order  are 
received  in  the  Muni  Purchasing.  The  advance 
copy  is  pulled  and  stamped  with  the  date  and 
put  in  a  waiting  receipt  of  nnaterials  file  (in 
P.O.  sequence). 

12.  The  transaction  register  is  posted  (see 
Appendix).  The  second  copy  is  kept  in  date 
sequence.  The  third  copy  and  the  MRR  are 
forwarded  to  the  storeroom. 

13.  When  the  material  is  received  it  is  noted 
on  the  MRR  and  if  partial  shipments  occur 
they  are  also  noted  here.  The  material 
received  is  posted  to  a  receiving  record 
showing  item  number,  complete  or  partial 
shipment,  code  number,  quantity,  unit  of 
issue,  amount,  and  the  initials  of  the  person 
making  the  posting.  The  MRR  is  signed  and 
all  is  forwarded  to  Muni  Purchasing.  The 
MRR  is  not  forwarded  until  the  order  is 
complete  since  the  City  and  County  of  San 
Francisco  does  not  pay  unless  the  order  has 
been  fully  shipped. 

The  "invoice  Copy"  and  "Advance  Copy"  go 
to  Accounting  for  vouchering. 

Muni  Purchasing  posts  the  transaction  register 
which  goes  to  Data  Processing  each  day. 
Purchasing  now  has  lists  of  outstanding  P.O.'s 
in  P.O.  sequence  and  in  vendor  sequence. 


MRR 


Dept.  Copy 

Dept.  Copy 

r 


Muni 

Purchasing 


Pull  & 
Stamp 

Enter  Into 
DP: 


Advance 
Copy 


NAdvanofe 
\copy/ 

Date  oi  PO  \J 


Post 

Transactioiti 
Register 


^waitp.ng 
lece; 


^ran 
Regi 


saction 
ster 


MRR 


Dept.  Copy 


To 

Storeroom 


Receiving 
Record 


MRR 


Transaction 
Register 


"HuAi 
Purchasing 
Post  Trans 
Register 


To' D.P. 
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*SAN  FRANCISCO  MUNICIPAL  RAILWAY 

STORES  INVENTORY  RECEIVED  REGISTER  p;^(^^ 

No  

WAREHOUSE  CODE  

DATE 


DESCRIPTION 

REQ. 

C 
P 

PURCHASE 
ORDER  NO. 

CCX/E  NUMBER 

QUANTITY 

JN 1 T 

AMOUNT 

1 

—                                  .  .  .  



— 

TOTAL 

MATERIA!-  RECEIVED  DY, 


I 
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MUNI  PURCHASING 

14.  The  receiving  record,  which  has  a 
permanent  page  number,  is  filed  in  a  receiving 
record  book  and  used  for  reference.  This 
permanent  page  number  is  posted  to  the 
advance  copy  of  the  purchase  order  and  to 
the  transaction  register. 

15.  If  the  order  is  complete,  the  MRR  is 
signed  by  the  Storekeeper  and  the  packing 
slip  and  invoice  copy  is  forwarded  to  the 
Muni  Purchasing  Department.  The  Muni 
Purchasing  Department  posts  the  account 
number,  amount,  and  who  received  the 
material  at  the  bottom  of  the  invoice  and 
advance  copy  and  gives  it  to  the  Muni 
Railway  Accounting  Department  for 
vouchering  purposes.  The  MRR  is  sent  to  City 
Hall  Purchasing.  When  it  returns  to  Muni 
Purchasing  the  invoice  is  filed  in  an  unpaid 
file  by  vendor  name  and  the  advance  copy 
is  filed  by  purchase  order  number  in  the 
"awaiting  payment  file". 


Receiving 
Record 


Advance 
Copy 


Q 


^omplete  ^ 


Packing  Slin> 


MRR 


Packing  Slip 


MRR 


^  Hold  ^ 


When 
Complete 


Muni 

Accounting 

Posts 

Purchasing 


^waiting 
pWmenl: 
By\ Vendor 
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16.  When  the  payment  list  is  received  from 
City  Hall,  showing  that  the  amount  has  been 
paid,  it  goes  to  the  Accounting  Department 
of  the  Municipal  Railway.  They  pull  the 
advance  copy  from  the  files  kept  in 
Purchasing.  When  they  return  this  paper,  the 
advance  copy  is  filed  in  the  "paid  file"  by 
purchase  order  number.  The  transaction 
register  is  posted  to  reflect  payment.  A 
computer  list  of  invoices  paid  by  vendor  and 
by  P.O.  number  is  available. 


City  Hall  Controllei 

 IL  

Payment 
List 


,Muni 

Accounting 
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Processes 


Advance 

Copy 
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Muni 

Purchasing 

Post 

Register 


Advance 
Copy 


P/0  Number  Order 
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B.    TRAVELLING  REQUISITIONS 


Travelling  requisitions  are  set  up  on  frequently  ordered  items.  They  are  set  up  from  a  contract 
negotiated  at  the  beginning  of  the  fiscal  year  by  City  Hall  Purchasing.  They  may  also  be 
set  up  for  open  market  purchases  of  up  to  $50  or  $100,  on  repairs  or  NOS  (No  Other 
Source)  items.  They  reflect  the  total  amount  anticipated  to  be  spent  during  the  whole  year 
divided  into  monthly  increments.  They  are  encumbered  one  month  at  a  time.  Each  month 
the  original  is  sent  to  the  Muni  to  be  signed  and  returned  to  City  Hall  Purchasing  who 
assigns  a  new  number  for  that  month  and  xeroxes  an  advance  copy  of  the  travelling  requisition 
for  the  month  in  question.  This  is  forwarded  to  Muni  Railway  Purchasing  where  it  is  listed 
on  a  sheet  and  filed.  The  blanket  and  2  copies  are  forwarded  from  City  Hall  Purchasing 
and  the  date  noted  on  the  advance  copy.  The  blanket  is  forwarded  to  the  proper  Storekeeper. 
When  a  Storekeeper  wishes  to  place  ah  order  he  calls  the  vendor  and  asks  for  a  price.  He 
posts  this  to  a  delivery  order  form  and  forwards  it  to  the  vendor.  The  vendor  retains  his 
copy  of  the  purchase  order,  fills  the  order,  and  delivers  it  to  the  store  in  question.  The 
third  copy  of  the  order  is  forwarded  to  Muni  where  it  is  edited  and  filed  until  it  is  time 
to  prepare  the  blanket.  Delivery  orders  are  attached  to  the  invoice  copy  and  forwarded 
to  Muni  Accounting  for  vouchering.  It  is  then  placed  in  an  unpaid  bill  file. 
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Iendor 


Date  


Against 
Purcliase 
 ...    Ordor  No  

  For  Mo.  of  


■  -  REFER  TO  PURCHASP  ORDER  No."  

|ecs9  deliver  the  fnliowing  against  ihe  above  Purchase  Ord-^r:       INVOICE  AND  RENDER  IN  QU,-\DRUPL!CATE 


QUAN•flT^  j 


ARTICLES 


Ui^lT  r'RICt 


A/.'.O'JNT 


'erto:       MUNiClPAL  RAILWAY 


'■•'Vn  oi: 


Appro  VvK 


•7/' 


SAN  PPL^NCISCQ  I-nJMICIFAL  ?^\IL'.^fAY 
RECORD  OF  SHIPMENTS 


11-99 


MO. 


VENDOR 


MONTH  OF 


19 


DATS 


TAG  :io. 


RECEIY^iD  BY 


DATiil 


— J?EF:ML"~i'T^r(ii'u^bP  OR 

•  iiTORElvEEPr:R 
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17.  Muni  Purchasing  posts  the  record  of 
shipment  and  amount  to  the  copy  of  the 
travelling  requisition. 

18.  The  record  of  shipment  is  edited  and  it 
is  ascertained  that  there  are  delivery  orders 
and  packing  slips  for  each  order  listed. 

19.  The  Data  Processing  transaction  register 
is  posted. 

20.  The  original  record  of  shipment  is 
attached  to  the  original  blanket  and  sent  to 
Purchasing.  A  copy  of  the  record  of  shipment 
is  attached  to  the  invoice  copy  of  the  blanket 
along  with  the  delivery  order  and  filed  in  the 
unpaid  bill  file. 

NOTE:  When  the  listing  showing  what  was 
paid  is  received  from  City  Hall  it  is  handled 
as  previously  described.  If  travelling 
requisitions  for  a  specific  item  are  not  used 
they  may  be  cancelled. 
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C.    ENCUMBRANCE  REQUEST 


The  encumbrance  request  is  much  like  a  travelling  requisition  except  the  amount  requested 
is  encumbered  at  the  time  requested  and  covers  a  longer  period,  usually  from  three  months 
to  a  year.  It  is  based  on  a  term  contract  negotiated  whenever  the  contract  expires.  When 
the  negotiation  is  complete,  a  copy  is  forwarded  to  the  vendor  selected  along  with  a 
letter  advising  the  vendor  to  submit  bills  showing  the  controller  ER  number  and  which 
indicates  the  account  containing  the  encumbered  amount.  Encumbrance  requests  are  usually 
for  large  ticket  items  or  services.  A  copy  of  the  encumbrance  request  goes  to  the 
Storekeeper  who  writes  delivery  orders  against  it  in  the  same  manner  described  in  travelling 
requisitions.  At  any  time.  Muni  Purchasing  may  revise  the  estimated  amount  by  submitting 
a  supplement  to  the  City  Hall  Purchasing. 


.  .■   V      TO'JNTY  OF  S^N  FRAN.'.iS'IO 


)ELIVER  TO 


PERIOD:  From. 


.fo. 


[or  H>o  pyrposo  of:  (specify  fully) 
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Co.-!>roii'5r't  nutrtii' 


SKow  on  Invcx'o 


Dote. 
Dept. 


Appro» 


.Encumbrance  Rtquatfed:  $. 


1 

t'JiFICATIO!  it  >.»r»br  mcdt           !•»  03r»»rT!»nt  urcn  »i;;h  (hit  rix^urji  ;i  rr.sdt  il  ourttoriKi<d  !n  accordar>c»  with  low  orvd  i^c*!  ftol 
clot*  cnj  p<'3»  lion  of  Co»«n\r:i»rf  Co-i*.  Till*  1,  Di».  <,  CSap.  1,  Arl.  ^  (Ssrlicxit  lt?>-ltT7). 

L4-3allrY 

pjISfTIONING  DEPT. 

ChUf  Admiolifro«ir»  OJ^.ctr 

Eoo.-xj  or  Ccnminion 

According  h>  Ac>-t»r-\5nl 

Slgnotum  V•rlf^^d 

ticufnbronc*  Rc;lif«f 
/ 

'fr.OVAL 

1 

ftt  —  Dif«ct^>r  o(  Prop+rfy 

CONTROLLER'S  CERTIf ICATIOH 

Th»  omounf  of  Miif  c*<(!*coHon  fi  rof  »o  b«  ti^*odtd  uMcu  c»ft!- 

(leotion  of  Iht  odditlonol  on<>vnt  li  fint  i*<urtd. 

\ 

Svpanr.  Ac<9jrf>.it 

Wo/rail  H:>. 


Poy.v.tftt 


Oct* 


Y/orfonf  Na. 


Poym«r.f 


ifonsMif  7  copies  So  C  c.;'.?ro!lc-r 


A  CcnfroHf.r 


 2  Koq.  Dcpf. 
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21.  The  storekeeper  orders  against  the 
encumbrance  request  in  the  same  manner  as 
for  a  travelling  requisition. 

22.  He  forwards  the  record  of  shipment,  the 
deiivery  order,  and  packing  tags  to  Muni 
Purchasing  where  it  is  audited. 

23.  When  the  invoice  is  received  from  the 
vendor,  it  is  checked  and  a  request  for 
payment  form  prepared  by  Muni  Purchasing, 
and  then  sent  to  City  Hall  Purchasing. 


EOM 

Storekeepeii 
Prepares 


Pel. 

Tag 


Del.  Order 


1 


Record  of 
Shipment 


Muni 

Purchasing 


Edit 


Audit 


Muni  Accounting 


P^dinq 
f^yjnent/ 
:il/ 
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24.  When  all  the  material  is  received  by  the 
department  it  is  signed  for,  and  the 
corresponding  packing  list  and  the  material 
received  copy  sent  to  Purchasing.  Each 
department  is  responsible  for  following  back 
orders,  damaged  material,  and  securing 
satisfaction  from  the  vendor.  The  Material 
Received  Report  (MRR)  is  not  forwarded  to 
Purchasing  until  all  items  on  the  purchase 
order  are  accounted  for. 

25.  The  MRR  copy  of  the  purchase  order 
and  the  invoice  are  forwarded  to  the 
Controller  for  payment. 

NOTE:  When  the  purchase  order  is  sent  out 
it  is  stamped  with  a  notice  to  bill 
transportation  charges  separately,  and  these 
bills  must  also  accompany  the  invoice.  The 
vendors  are  instructed  to  submit  invoices  in 
quadruplicate  to  Purchasing.  One  copy  goes 
to  the  department,  one  is  filed  in  Purchasing, 
and  two  go  to  the  Controller  for  warrant 
processing  and  payment. 


Department  Activity 


Material 
Received 


Invoice 


Receiving 
Copy 


Purchasing 


Department 
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|y  and  COUNir  Of  SAN  f  EANCISCO       F  363 

^AV/VISMT  EISQIP 2ST  under  ENCUMBRANCE  REQUEST.-  Controller's  No. 
I 

Ipf.  ,  :  Depan'ment's  No- 

ONTROLLER:  Under  the  obove  designated  Encumbr<3nce  Request, 
mcnl  is  due  as  per  otiachcd  invoice. 


Amount 

Encvtibered 

IES3 

Uneorned 

Eorned  to  Dole 

Pfevioosly  Poid 

DUE 


SERVICE— Location,  Description,  Purpose 

[ 

h 
{ 
\ 
\ 


y 


•  Appro» 


-OE. 


JoVEO 

"taU  -  Dif»cl»»  of  Pfoptrry 


CONTROlLEE-5  AWIX 


Verified  by 


Uquldolion 
CcCOrd 


Approved 


IT  IS  HEP.ECY  CFRTIFIi^O  that  this  tip«nd!luf»  It  in  «ccordanct  with  Iaw,  «n.-<  dott  not  vlol.^V*  .^ny  pfo»ii!onj 
of  Gov.  Cc<)e,  Till*  1,  Div.  4.  Chap.  1,  A/t.  4  (Sici.  I0f:-1097);  <nd  Hut  Mf.clfj  or  itivUai  w.ru  fa;«;»td  In 
<;u#n!ilr  41  «n.;.-n«raltd  hereon,  *nd  in  ouillt/  ^ccofdin.^  to  iptil'icj'lon.  (<ym«nt  cl  cc.vr*:!   pftt»l  it 


Dole. 


Dale. 


Received  by. 
Dept.  Hcod- 


rORM  770 


CITY  AND 

MATEr^IAL 


DEPARTMENT^ 


DATE 
RECD. 


PURCHASE 
ORDER  No. 


VENDOR 


QUANTITY  U> 
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•     -   ,    ^-   3^  v;    T'>^\    IC   v'"  '.l 


MUNICIPAL  KAll-WAY 

RECEIVED  REGISTER 

 '  MONTH 


CODE  NO. 

ARTICLZS          -  •  -  REMARKS 

RECEIVED 
BY 

1 

ACCOUNT 

__!  — — [  ;  r 

1,  ■ 

i 

• 

• 

s 


57 
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1.  The  material  is  received  and  signed  for 
by  the  storekeeper. 

2.  The  shipping  tag  is  forwarded  to  store 
clerical. 

3.  It  is  verified  against  the  MRR  or  delivery 
order,  filed,  and  posted  to  the  record  of 
shipment. 

NOTE:  If  any  codes  are  changed  or  initiated, 
a  bin  tag  is  typed. 

New  codes  are  received  by  applying  to  City 
Hall  Purchasing. 


Material 
Received 

■ 

verified 
&  Signed 
by  Store 
keeper 

Shipping 
Tag 


Stor 
Cler 

es 

ical 

Post 

Uncoded 
Post 


Daily ;        jpeliver  Qrdjer 


MRR 


Shipping  Tag 


Material 
Rec. 


Record  of 
Shipment 


To  Muni  Purchasing 
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ISSUES 


26.  Two-part  material  issue  tags  are 
prepared  by  the  mechanic  or  the  storekeeper 
(local  option).  They  contain  task  number, 
unit  of  issue,  part  number,  description,  and 
quantity.  It  is  signed  by  the  foreman. 

27.  The  stores  catalog  is  checked  for  proper 
unit  of  issue.  The  issue  tag  is  forwarded  to 
the  storekeeper  for  issue.  If  a  received 
signature  cannot  be  obtained  immediately, 
the  second  copy  is  kept  as  record  of  issue 
awaiting  original  copy  with  received  signature. 

28.  The  second  copy  is  used  as  a  data  entry 
source  for  Data  Processing.  An  adding 
machine  quantity  and  part  number  hash  total 
is  used  for  balancing. 


Issue 
Tags 


Che 

ck 

r 

Issue 
Parts 

RETURNS 

1.  Handled  the  same  as  issues.  Return  tags 
are  on  red  colored  stock. 


Issue  2nd  Cbp 
For  Signature 
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INVENTORY  FLOW  (CATALOG) 


/vendor 

Inventory 

Set-up 

Edit 


(  Correct  j 



V 

Catalog 
Run 

(Monthly) 


Stores 
Catalog 
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FIELDS  IN  DP  INVENTORY  RECORD  (PRELIMINARY) 


Item  Number 
Item  Type 
Next  Order  Date 

Item  Description  (Short) 
Item  Description  (Long) 

Primary  Storeroom 
Bin  Quantity  (6) 
Bin  Location  (6) 

Classification 
Order  Code 


Order  point 

Order  Q,  Order  Level 
Safety  Stock 
Minimum  Order  Q 
Expendable/Recoverable 
Maximum  Order  Q 
Multiple 
Model  Type 

Last  12  Mo  Demand  (12) 
First  Average 
Second  Average 
Trend 

Average  Demand 
Mean  Absolute  Deviation 
Sum  of  Deviations 
Alpha 

Tracking  Signal  Trip  Count 

Projection  Code 

No  Periods 

Base  Indices  (12) 

Lead  Time  Code 

Review  Time 

Lead  Time 

Safety  Factor 

Demand  Periods 

Demand 

Issues  Periods 

Issues 

Returns 


MUNI  part  #  including  store  location. 

Req/PO,  Travelling  req,  ER,  petty  cash. 

For  grouped   items  such  as  those  using  travelling 

requisition  or  encumbrance  request. 
Noun  first,  adjectives  last. 

Complete  description  including  drawing  reference  on 
bid  spec  ID. 


Location   of   item   in   primary   storeroom   and  all 

substores. 
ABC  analysis  valuation  code. 
A  =  Discrete  quantity  to  meet  requirements. 
B  =  Order  point/order  quant,  method. 
C  =  Order  point/order  to  specific  level. 
Quantity  expected  to  be  consumed  during 

vendor  lead  time  +  P.O.  review  time. 
If  B  =  Order  Q,  if  C  =  Order  Level. 


Used  to  order  in  even  10's,  100's,  144's,  12's,  etc. 
Constant,  trend,  seasonal,  trend-seasonal. 


Used  in  calculation  of  projections. 


1  =  project;  2  =  not  projected. 
Projection  extent. 
Items  for  cyclic  patterns. 
Tells  which  code  to  use. 
Smoothed  review  time  average. 
Smoothed  lead  time  average. 

Factor  which  when  multiplied  by  MAD  =  safety  stock. 

#  of  periods  of  demand  represented  by  "Demand". 
Total  demand  during  last  #  periods. 

#  periods  represented  by  "issues". 
Total  issues  by  #  periods. 

Total  returns  by  #  periods. 


I 


Gross  Requirements  (12) 
Order  Q  Category  Code 
Order  Point  Calc  Code 
Req  Date 
MUNI  Req  # 
Req  Recomnnend  Quantity 
Req  Recommend  Amount 
Req  A  Reason 
Unit  Price 

Beginning  Inv  Tiiis  Period 
Transfers  &  Adj  this  Period 
Requisitioned  this  Period 
Receipts  this  Period 
Issues/Returns  this  Period 
Demand  this  Period 
On  Hand  Qty 
Quantity  Allocated 
Quantity  Available 
Quantity  on  Order 
Vendor  1  Number  &  Name 
Vendor  1  Part  # 
Vendor  1  Lead  Time 
Vendor  1  Unit  Price 
Vendor  2  Number 
Vendor  2  Part  # 
Vendor  2  Lead  Time 
Vendor  2  Unit  Price 
Preferred  Vendor  # 
Need  up  to  7  Vendors  &  a 

Way  to  Update 
Monitored  Item  Code 
Number  of  "Down  for  Parts" 

Situations 
Receiving  Quantity 

Variance  Allowance 


Total  requirements  by  time  periods. 
Category  used  for  order  Q  calculation. 
Code  to  trigger  method  of  OP  calcs. 
Date  req  sent  to  stores  (last  one). 
#  of  req  sent  (last  one). 
Q  of  req  (last  one). 
A  of  req  (last  one), 
(last  one). 


I 


I 


PENDING  ACTION  FILE 


Action  Identifier  (e.g.,  Requisition,  Delivery  Order,  Purchase  Order) 

Item  Number  (up  to  10) 

Item  Quantity  (up  to  10) 

Date  Requisitioned 

Date  Approved  by  City  Hall 

Date  Due 

Date  Received  (3) 

Receiving  Record  Page  Number  (3) 

Date  Paid 
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VENDOR  FILE 


Vendor  Record  (Lead  Record  per  Vendor) 

Vendor  Name 

.  Vendor  Address 

Vendor  Requisition  Code  (example:  1  =  1  item  per  requisition) 

Vendor  Purchase  History 

PO  Number  (20) 

Last  Order  Date 

Number  Orders  Year  to  Date 

Number  Orders  Last  Year 


Part  Record  (One  Record  per  Part  per  Vendor) 

Item  Number 
Vendor  Part  Number 
Monitored  Item  Usage  (Count) 
Monitored  Item  Mileage 


TRANSACTION  REGISTER 


Date 


11-116 
Location 


!3ns 
de_ 


Requisition  # 


Order  # 


Rec.  Reg.  Page 


Reason  Code 


Quantity 


Bin  # 


Old  Part  #/ 
Task  #/Project  # 


Part  #/Description 
Vendor  #/Name 


Produced  By 


Authorized  By 


ansaction  Codes 

Requisition  Received 
Purch.  Order  Received  by  Muni 
MRR  Received/Sent  to  City  Hall 
MRR  Returned  City  Hall  Unpaid 
Payment  List  Received 
Partial  Receipt 
Adjustments 
Bin  Location  Change 
Requisition  Altered 
Purchase  Order  Altered 
Material  Received 
Vendor  Part  Number  Change 
Muni  Code  Number  Change 


Fields  Used 
1,2,  (4),  (5),  (6) 


1, 

2,  3, 

(6),  7 

1, 

3,  4, 

(5) 

1, 

3 

1, 

3 

1, 

3,  4, 

5 

1, 

4,5, 

6,  7 

1, 

5 

1, 

2,  4, 

5,  (7) 

1, 

3,  4, 

5,  (7) 

1, 

3,  4, 

5,  (6),  7 

1, 

4,  6, 

7 

1, 

4,  6, 

7 
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INVENTORY  MASTER  FILE 
SET-UP  /  CHANGE 


Card  Code 


STOCK  NUtv^ttSn \'lpJ^f::;J::/h^AA^ 

8rToT5~n  n"{"'»-/£mi£n_i'OTicr  REOuesT 
H^rrT'o'^'oLLETE  STOCK  ITC'/  | 

DATA   — /  — 


1 1° 

7 

"0    0  1  StTUP 

ho 

8 

0    1)  CHANGE 

SHORT  DESCRIPTION 


Inventory  i  Y»  t 

(A.  B.  C)  

OBSOLETE  CODE 
(ST.NO.AR.CS^gU. 


_l  I  L 


COST  PER  UNIT  OF  ISSUE  CHANGE  -  Approved  by 


(^[)o|7    0  0r^ETUP_] 


LEADIIWE  (WEEKS) 
VENDOR  NUMDER 1 


42 


VENDOR  PART  NUMBER  1 


•^f^^^*^;-"'!;:..-!  rcux  .  full  desckik  i  luw   . 

 —I — ^1 — '  --rz.-  .—T"^'?;      r  f'V    L—i — I — ^ — ' — ' — ' — ' — ^ — — 


10 


10 


10 


(CHANGE  ONLY) 

FULL  DESCRIPTION 


7  0  1 


7  0 


7  0  1 


10 


7    0  1 


0  4 


0  5 
0  G  I 


_l  I  L. 

■       ■  ' 


I  .  •  ' 
_x  I  1  L. 


_l  1 


I      I      ■  L 

J  1  1- 


I      I      ■      ■      ^  1  li  '  


JL 


.     ,     ,     ,     ■  — .1— ■ 


 I  L  i- 

■  ».  -J  J-V^ 


_  J  


PREPARED  BY   ^//   


PREPARED  BY 


DATE 
DATE 


/     /  .  ArpnovCD  OY . 

"mm    DU    yy  . 


PROJECT  INVENTORY  REQUIREMENTS 
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Project  #  Date 


e  # 

Description 

Month 
Req. 

Quant. 
Mo  1 

Mo  2 

Mo  3 

Mo  4 

Mo  5 

Mo  6 

Mo  7 

Mo  8 

Mo  9 

Mo  10 

Mo  11 

Mo  12 

• 

1 

] 
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Form  xxxx  ISSUE/RETURN 

San  Francisco  Municipal  Railway 


Issue  Tag  No.  57436  Date   Storeroom  No 

Mo     Day  Yr 


Task  Number 

Unit 
Issue 

Complete  Code  Number ( 

[  ■ 

i  Description  (Noun  First) 

Quantity 

Bin  Loc 

Comments 

Total  Quantity  ^ 

Received  By       ,  Foreman 

Storekeeper 
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TRANSMITTAL  Location  TZ_______ 

Mo      Day  Yr 


Code         Part  Number   Description   Task  #       Bin  #  Quantity 


Codes:    61  =  Bin  Location  Change 

71  =  Equipment  Down  for  Parts   

Signature 
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ACCOUNTING  SYSTEM  --  GRIP 


The  Accounting  Department  of  the  Municipal  Railway  runs  two  accounting  systems  -- 
a  proprietary,  internal  system  and  a  fund,  or  budget,  system.  The  proprietary  system 
provides  the  normal  accounting  function  for  the  Muni.  The  fund  system  provides  financial 
communication  with  City  Hall  and  the  sources  of  funds  available  to  the  Muni  as 
appropriated  by  the  City.  The  accounting  system  developed  under  GRIP  will  have  the 
flexibility  to  incorporate  both  the  proprietary  and  fund  accounting.  The  accounting  system 
will  be  based  upon  a  generalized  structure  so  that  it  will  provide  current  information 
requirements  and  will  have  the  capability  of  adapting  easily  to  future  requirements. 

The  accounting  system  will  address  three  basic  objectives: 

1.  The  system  will  provide  financial  reports  --  balance  sheets,  income  statements, 
and  supporting  statements  -  in  the  conventional  format  required  for  reporting 
external  to  the  Muni. 

2.  The  system  will  be  able  to  provide  financial  information  in  a  manner  such  that 
reports  to  the  Federal  Government  in  FARE  format  will  be  generated  with 
minimum  additional  effort  by  the  Accounting  Department. 

3.  Finally,  the  system  will  provide  management  reports  which  will  be  designed  to 
provide  information  which  managers  at  all  levels  can  utilize  to  make  decisions 
and  maintain  control  of  day-to-day  activities. 

The  first  two  objectives  will  be  met  primarily  by  the  implementation  of  a  revised  chart 
of  accounts  based  on  FARE  guidelines  and  continued  normal  accounting  procedures. 

The  facility  for  providing  management  reports  will  result  from  the  creation  of  a  hierarchical 
structure  of  cost  centers  and  responsibility  centers  which  correspond  to  the  operational 
organization  of  the  Railway.  A  cost  center  is  defined  to  be  the  smallest  organizational 
element  to  which  costs  may  be  charged  and  accounted  for.  A  group  of  these  elements 
organized  under  one  manager  is  a  responsibility  center.  There  will  be  several  levels  of 
responsibility  centers  in  the  organization.  An  example  of  this  type  of  structure  is  shown 
in  the  schematic  in  Figure  1.  In  the  context  of  this  diagram,  each  individual  box  is  a 
cost  center,  and  each  cost  center  with  other  cost  centers  subordinate  to  it  is  a  responsibility 
(»nter.  In  addition  to  charging  costs  to  a  specific  cost  center,  there  is  the  capability  of 
transferring  costs  between  cost  centers  as  for  an  employee  assigned  to  one  department 
working  temporarily  for  another.  This  insures  that  actual  costs  of  operations  are  accurately 
reflected. 

Each  manager  will  receive  monthly  reports  showing  detailed  costs  for  his  cost  center.  The 
manager  of  a  responsibility  center  will  also  receive  a  monthly  consolidated  cost  statement 
which  would  reflect  operations  of  the  entire  structure  for  which  he  is  responsible.  In 
addition,  a  manager  will  receive  copies  of  the  reports  which  go  to  the  manager  one  level 
below  him  in  the  structure.  These  provide  him  more  detailed  information  to  review  the 
performance  of  those  centers  individually. 
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Costs  for  special  projects  will  also  be  gathered  where  special  control  is  desired.  The  system 
can  do  this  in  one  of  two  ways,  depending  upon  the  nature  of  the  project.  If  an  actual 
organization  is  set  up,  such  as  TIP,  a  responsibility  center/cost  center  structure  can  be 
appended  to  the  existing  structure  at  the  appropriate  level.  If,  however,  the  project  cuts 
across  organizational  lines,  a  project  center  can  be  created  at  the  level  of  the  manager 
responsible  for  the  project.  An  example  would  be  the  building  and  operation  of  the  kinetic 
wheel  trolley.  Charges  would  be  made  to  the  project  center  as  well  as  to  organizational 
cost  centers  permitting  adequate  control  of  projects  of  this  type.  Interdepartmental  work 
can  be  controlled  in  the  same  manner. 

This  structure  of  management  reports  will  provide  the  capability  of  defining  and  distributing 
Information  to  all  levels  of  management.  Financial  information  from  the  accounting  system 
will  be  combined  with  non-financial  information  from  other  subsystems  of  GRIP  to 
markedly  increase  management  effectiveness. 
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ACCOUNTING  SYSTEM  --  OUTPUT 


FINANCIAL  REPORTS 

Financial  reports  will  not  be  signficantly  different  from  those  now  produced  by  the 
Accounting  Department.  They  will  consist  of  quarterly  and  fiscal  year  balance  sheets  and 
income  statements.  In  support  of  these  statements,  the  system  will  provide  control  of 
subsidiary  areas  such  as  Vouchers  and  Payables,  Payroll,  Material,  and  Supplies,  and 
Revenues. 

It  is  anticipated  that  information  necessary  to  operate  the  budget  system  can  be  generated 
from  data  within  the  internal  system.  Monthly  statements  will  be  produced  which  would 
show  current  and  year-to-date  expenditures  and  encumbrances  in  relation  to  total 
appropriations  and  allotments. 

FARE  REPORTS 

It  appears  certain  that  the  FARE  reporting  standards  will  be  implemented  for  annual  reports 
to  the  Federal  Government.  The  account  structure  of  the  proposed  accounting  system 
has  been  designed  so  that  the  financial  portion  of  these  reports  can  be  generated  with 
a  minimum  manipulation  of  data.  The  report  format  is  specified  in  detail  by  the  FARE 
guidelines. 

MANAGEMENT  REPORTS 

The  management  reporting  portion  of  the  proposed  accounting  system  will  provide  the 
major  benefits  of  the  new  system  in  that  financial  information  will  be  available  to  lower- 
and  middle-level  management.  This  will  often  afford  more  objective  management  decisions 
and  control  at  the  level  of  the  organization  where  there  is  the  most  direct  effect  on  expenses 
incurred. 

Several  specific  reports  will  be  produced: 

1.  Expense  Distribution  to  Cost  Center  by  Account  -  This  report  will  summarize 
expenses  for  each  cost  center  by  each  account  charged. 

2.  Expense  Distribution  to  Responsibility  Center  by  Account  -  This  report  will 
be  in  the  same  format  as  the  cost  center  report.  Expenses  will  be  summarized 
by  account  for  the  entire  responsibility  center. 

3.  Expense  Distribution  to  Responsibility  Center  by  Subordinate  Organization  - 
Costs  within  the  responsibility  center  will  be  summarized  by  individual  cost  ' 
center  or  responsibility  center  at  the  next  lower  level  in  the  hierarchy. 
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4.  Expense  Distribution  to  Project  Center  by  Account  --  Expenses  will  be 
summarized  by  account  for  each  project  being  monitored  within  the  system. 
If  a  project  is  established  with  subsections,  the  costs  would  be  reported  by 
subsection  and  also  summarized  for  the  overall  project.  In  addition,  when 
requested,  project  expenses  may  be  allocated  according  to  the  cost  center  where 
incurred. 

5.  Expense  Distribution  by  Mode/Fleet  --  This  report  will  provide  summary  cost 
data  for  each  mode  of  revenue  vehicle  as  well  as  for  each  specific  fleet  type. 
Operating  miles  or  hours  will  be  obtained  from  the  equipment  maintenance 
system  to  provide  cost  per  mile  and  cost  per  hour  information. 

Copies  of  reports  used  by  other  transit  properties  follow,  which  indicate  the  general  format 
of  the  management  reports  to  be  produced. 
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ACCOUNTING  SYSTEM  -  INPUT 


The  accounting  system  will  obtain  input  information  primarily  from  the  other  subsystems 
of  GRIP.  Specifically,  the  systems  that  will  provide  financial  data  are  payroll,  inventory, 
capital  assets,  revenue,  and  vouchers  payable.  In  addition,  the  Accounting  Department 
will  have  the  capability,  via  journal  vouchers,  of  entering  or  changing  any  data  within 
the  accounting  system. 

As  data  from  the  subsystems  are  applied  to  the  accounting  system,  amounts  will  be 
incremented  or  modified  in  the  general  ledger  account  file.  A  summary  list  of  transactions 
and  a  detailed  file  of  transactions  is  produced  by  each  batch  application  to  provide  a 
complete  historical  audit  trail.  The  general  information  flow  in  the  accounting  system 
is  depicted  in  the  flowchart  in  Figure  2. 
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ACCOUNT  STRUCTURE 


The  account  number  in  the  new  accounting  system  will  be  17  digits  in  length.  The  actual 
structure  of  the  number  will  depend  on  the  data  category  being  recorded  as  specified 
by  the  first  digit  of  the  account  number: 

1.  Asset 

2.  Liability 

3.  Capital 

4.  Revenue 

5.  Expenditure 

All  five  account  types  will  utilize  the  first  seven  digits  in  a  common  manner.  As  stated, 
the  first  digit  specified  is  data  class.  The  second  and  third  digits  define  the  major  object 
class,  such  as  501  -  labor,  504  --  materials  and  supplies.  The  fourth  and  fifth  digits  are 
minor  object  classes  such  as  501.01  --  labor,  operator's  wages.  The  proposed  account 
structure,  through  major  and  minor  object,  is  shown  in  the  attached  chart. 

The  sixth  and  seventh  digits  of  the  account  number  define  mode  and  fleet  of  revenue 
vehicle  primarily  to  permit  allocation  of  costs  to  a  specific  portion  of  the  operation.  The 
possible  modes  are: 

1.  Street  Car  Mode 

2.  Trolley  Bus  Mode 

3.  Motor  Bus  Mode 

4.  Cable  Car  Mode 

5.  Unspecified 

Within  each  mode,  it  is  possible  to  specify  a  vehicle  type  or  fleet  such  as  GMC,  MACK, 
and  FLXIBLE  within  motor  bus. 

Beyond  these  seven  digits,  the  account  coding  structure  varies  as  necessary  according  to 
account  type. 

ASSETS 

With  the  following  exception,  assets  will  require  no  additional  coding  beyond  the  basic 
seven  digits.  Property  is  to  be  reported  in  detail  and  requires  subsidiary  coding,  an  additional 
seven  digits.  The  first  two  define  property  object  class.  The  second  two  are  transit  capital 
class.  The  fifth  digit  indicates  type  of  ownership: 

1.  Owned 

2.  Lease/Purchase 

3.  Related-Parties  Lease 

The  last  two  digits  specify  the  year  of  acquisition  of  the  property. 
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LIABILITY 

Within  liabilities,  only  certain  portions  of  long-term  debt  will  require  subsidiary  coding. 
These  are: 

1.  Equipment  Obligations 

2.  Bonds 

3.  Other  Long-Term  Obligations 

The  subsidiary  coding  will  be  an  additional  eleven  digits.  For  this  class,  the  fleet  code 
will  not  be  used.  The  first  four  digits  will  specify  the  year  of  maturity.  The  fifth  digit 
is  the  serial  number  for  the  year  of  maturity.  The  final  six  digits  define  a  nominal  date 
of  issue  in  month/day/year  format. 


CAPITAL  AND  REVENUE 

These  classes  will  require  no  subsidiary  coding. 


EXPENDITURES 

All  expenditures  will  have  ten  digits  of  subsidiary  coding.  The  first  five  digits  will  designate 
the  cost  center  or  project  center  to  be  charged  the  expense  as  was  discussed  earlier  in 
this  section.  The  next  five  digits  will  define  the  function  involved.  This  is  actually  a  two-part 
code,  with  the  first  two  digits  defining  the  general  type  of  expense  (scheduled  maintenance, 
revenue  vehicle  operation),  and  the  next  three  digits  the  specific  action  performed  (engine 
tune-up,  actual  driving  time).  Generally,  non-labor  expenses  will  not  require  that  the  entire 
five  digits  be  coded. 


SAN 


FRANCISCO  MUNICIPAL  RAILWAY 
CHART  OF  ACCOUNTS 
ASSET  REPORTING 


LIST  OF  ASSET  OBJECT  CLASSES 

101.  CASH  AND  CASH  ITEMS 

01.  Cash 

02.  Working  (Imprest)  Funds 

05.  Special  Deposits,  Other 

06.  Temporary  Cash  Investments 

102.  RECEIVABLES 

01.  Accounts  Receivable 

02.  Notes  Receivable 

06.  Receivables  for  Capital  Grants 

07.  Receivables  for  Operating  Assistance 

08.  Other  Receivables 

09.  Reserve  for  Uncollectible  Accounts 

103.  MATERIALS  AND  SUPPLIES  INVENTORY 

104.  OTHER  CURRENT  ASSETS 

105.  WORK  IN  PROCESS 

01.  Unbilled  Work  for  Others 

02.  Capital  Projects 

111.        TANGIBLE  TRANSIT  OPERATING  PROPERTY 

01.  Property  Cost 

02.  Leased-Out  Property  Cost 

03.  Accumulated  Depreciation 


TANGIBLE  PROPERTY  OTHER  THAN  FOR  TRANSIT  OPERATIONS 

01.  Property  Cost 

02.  Accumulated  Depreciation 
INVESTMENTS 

02.  Other  Investments  and  Advances 

03.  Reserve  for  Revaluation  of  Investments 
OTHER  ASSETS 

01.  Prepayments 

02.  Miscellaneous  Other  Assets 
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LIABILITY  REPORTING 


LIST  OF  LIABILITY  OBJECT  CLASSES 

201.  TRADE  PAYABLES 

01.  Accounts  Payable 

02.  Payables  to  Other  City  Funds 

202.  ACCRUED  PAYROLL  LIABILITIES 

203.  ACCRUED  TAX  LIABILITIES 

204.  SHORT-TERM  DEBT 

01.  Notes  Payable 

02.  Matured  Equipment  and  Long-Term  Obligations 

03.  Unmatured  Equipment  and  Long-Term  Obligations,  Current  Porti 

04.  Matured  Interest  Payable 

05.  Accrued  Interest  Payable 

06.  Current  Pension  Liabilities  , 

205.  OTHER  CURRENT  LIABILITIES 

01.  Unredeemed  Fares 

04.  Short-Term  Construction  Liabilities 

05.  Miscellaneous  Other  Current  Liabilities 
211.        ADVANCES  PAYABLE 

02.  Other  Advances  Payable 
221.        LONG-TERM  DEBT 

01.  Equipment  Obligations 

02.  Bonds 

04.  Long-Term  Construction  Liabilities 

05.  Other  Long-Term  Obligations 
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06.  Unamortized  Debt  Discount  and  Expense 

07.  Unamortized  Premium  on  Debt 
231.        ESTIMATED  LIABILITIES 

01.  Long-Term  Pension  Liabilities 

02.  Uninsured  Public  Liability  and  Property  Damage  Losses 

03.  Other  Estimated  Liabilities  • 
241.        DEFERRED  CREDITS 


CAPITAL  REPORTING 
LIST  OF  CAPITAL  OBJECT  CLASSES 

301.        PUBLIC  (GOVERNMENTAL)  ENTITY  OWNERSHIP 
01.   Investment  in  Transit  System 

304.  GRANTS,  DONATIONS,  AND  OTHER  PAID-IN  CAPITAL 

01.  Federal  Government  Capital  Grants 

02.  State  Government  Capital  Grants 

03.  Local  Government  Capital  Grants 

04.  Non-Governmental  Donations  and  Other  Paid-in  Capital 

305.  ACCUMULATED  EARNINGS  (LOSSES) 

01.  Accumulated  Earnings  (Losses) 
03.   Restricted  Accumulated  Earnings 

306.  '    UNREALIZED  EFFECTS  OF  PRICE  LEVEL  CHANGES 


REVENUE  REPORTING 


LIST  OF  REVENUE  OBJECT  CLASSES 

401.  PASSENGER  FARES  FOR  TRANSIT  SERVICE 

01.  Full  Adult  Fares 

02.  Senior  Citizen  Fares 

03.  Student  Fares 

05.  Handicapped  Rider  Fares 

06.  Other  Primary  Ride  Fares 

07.  Fast-Pass  Fares 

08.  Sunday,  Holiday  Pass  Fares 

09.  Express 

402.  TRANSFER  FEES 

01.  Transfer  Fees  for  Extra  Cost  Transfers 

403.  SPECIAL  TRANSIT  FARES 

01.  Contract  Fares  for  Postmen 

04.  School  Bus  Operations 

05.  Other  Special  Contract  Transit  Fares 

06.  Non-Contract  Special  Service  Fares 

405.  CHARTER  SERVICE  REVENUES 

01.  Passenger  Fares  from  Charter  Service 

406.  AUXILIARY  TRANSPORTATION  REVENUES 

01.  Station  Concessions 

02.  Vehicle  Concessions 

03.  Advertising  Services 

05.  Other  Auxiliary  Transportatioti  Revenues 


NON-TRANSPORTATION  REVENUES 

02.  Rental  of  Revenue  Vehicles 

03.  Rental  of  Buildings  and  Other  Property 

04.  Investment  Income 

05.  Other  Non-Transportation  Revenues 
TAXES  LEVIED  DIRECTLY  BY  TRANSIT  SYSTEM 

01.  Property  Tax  Revenue 

02.  Sales  Tax  Revenue 

03.  Income  fax  Revenue 

04.  Payroll  Tax  Revenue 

05.  Utility  Tax  Revenue 

06.  Other  Tax  Revenue 

LOCAL  CASH  GRANTS  AND  REIMBURSEMENTS 

01.  General  Operating  Assistance 

02.  Special  Demonstration  Project  Assistance 

03.  Senior  Citizen  Fare  Assistance 

04.  Student  Fare  Assistance 

05.  Other  Special  Fare  Assistance 
11.  Other  Financial  Assistance 

STATE  CASH  GRANTS  AND  REIMBURSEMENTS 

01.  General  Operating  Assistance 

02.  Special  Demonstration  Project  Assistance 

03.  Senior  Citizen  Fare  Assistance 

04.  Student  Fare  Assistance 

05.  Other  Special  Fare  Assistance 
11.  Other  Financial  Assistance 


FEDERAL  CASH  GRANTS  AND  REIMBURSEMENTS 

01.  (Reserved) 

02.  Special  Demonstration  Project  Assistance 

03.  (Reserved) 

04.  (Reserved) 

05.  (Reserved) 

06.  (Reserved) 

07.  (Reserved) 

08.  (Reserved) 

09.  (Reserved) 

10.  (Reserved) 

11.  Other  Financial  Assistance 
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EXPENSE  REPORTING 


LIST  OF  EXPENSE  OBJECT  CLASSES 


501. 


LABOR 


01.  Operators'  Salaries  and  Wages 

02.  Administrative 

03.  Vehicle  Maintenance 

04.  Ways  and  Structures 

05.  Transit  Control  and  Dispatch 

06.  Other  Salaries  and  Wages 


01.  PICA 

02.  Retirement  System 

03.  Health  Services 

04.  .  Dental  Plans 

05.  Life  Insurance  Plans 

06.  Short-Term  Disability  Insurance  Plans 

07.  Trust  Fund  Contribution 

08.  Industrial  Compensation  Premiums  (Retirement  System) 

09.  Sick  Leave 

10.  Holiday  (Including  All  Premiums  Paid  for  on  Holidays) 

11.  Vacation 

12.  Other  Paid  Absences  (Bereavement  Pay,  Military  Pay,  Jury  Duty  Pay, 


502. 


FRINGE 


BENEFITS 


etc.) 


13. 


Uniform  and  Work  Clothing  Allowances 


14. 


Other  Fringe  Benefits 


15. 


Distribution  of  Fringe  Benefits 
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503.  SERVICES 

02.  Advertising  Fees 

03.  Professional  and  Technical  Services 

05.  Contract  Maintenance  Services 

06.  Custodial  Services 

07.  Security  Services 

08.  Propulsion  Power 

09.  Utilities  Other  than  Propulsion  Power 

10.  Dues  and  Subscriptions 

11.  Travel  and  Meetings 

12.  Bridge,  Tunnel,  and  Highway  Tolls 

13.  Other  Services 

504.  MATERIALS  AND  SUPPLIES  CONSUMED 

01.  Fuel  and  Lubricants 

02.  Tires  and  Tubes 

03.  Other  Materials  and  Supplies 

505.  CASUALTY  AND  LIABILITY  COSTS 

01.  Premiums  for  Physical  Damage  Insurance 

02.  Recoveries  of  Physical  Damage  Losses 

03.  Premiums  for  Public  Liability  and  Property  Damage  Insurance 

04.  Payouts   for   Uninsured    Public   Liability   and   Property  Damage 
Settlements 

05.  Provision   for   Uninsured   Public   Liability  and  Property  Damage 
Settlements 

06.  Payouts  for  Insured  Public  Liability  and  Property  Damage  Settlements 

07.  Recoveries  of  Public  Liability  and  Property  Damage  Settlements 

08.  Premiums  for  Other  Insurances 

09.  Other  Losses 

10.  Recoveries  of  Other  Losses 


LEASES  AND  RENTALS 

01.  Transit  Way  and  Transit  Way  Structures  and  Equipment 

02.  Passenger  Stations 

03.  Passenger  Parking  Facilities 

04.  Passenger  Revenue  Vehicles 

05.  Service  Vehicles 

06.  Operating  Yards  or  Stations 

07.  Engine  Houses,  Car  Shops,  and  Garages 

08.  Power  Generation  and  Distribution  Facilities 

09.  Revenue  Vehicle  Movement  Control  Facilities 

10.  Data  Processing  Facilities 

11.  Revenue  Collection  and  Processing  Facilities 

12.  Other  General  Administration  Facilities 
DEPRECIATION  AND  AMORTIZATION 

01.  Transit  Way  and  Transit  Way  Structures  and  Equipment 

02.  Passenger  Stations 

03.  Passenger  Parking  Facilities 

04.  Passenger  Revenue  Vehicles 

05.  Service  Vehicles 

06.  Operating  Yards  or  Stations 

07.  Engine  Houses,  Car  Shops,  and  Garages 

08.  Power  Generation  and  Distribution  Facilities 

09.  Revenue  Vehicle  Movement  Control  Facilities 

10.  Data  Processing  Facilities 

11.  Revenue  Collection  and  Processing  Facilities 

12.  Other  General  Administration*  Facilities 


.508.        PROPERTY  RETIREMENT  WRITE-OFFS 
01.  Property  Retirement  Write-Offs 

509.  INTEREST  EXPENSE 

01.   Interest  on  Debt  Obligations  (Net  of  Interest  Capitalized) 

510.  OTHER  TAXES 

03.  Property  Tax  (In  Lieu) 

05.  Fuel  and  Lubricant  Taxes. 

06.  Other  Taxes 

511.  EXPENSE  TRANSFERS 

01.  Function  Reclassifications 

02.  Expense  Reclassifications 

03.  Capitalization  of  Non-Operating  Costs 
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